STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10f3
Command: Division: Number
141 MoRS
Evaluated by:
MARLA ANBUILgOIJ 5/0/17/08
Assisted by: Date:

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks"” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[7] Division Level %Command Level

[] Executive Office Level (] Voluntary Self-Inspection

Lead Inspector’s Signature:

Follow-up Required:
[ ]Yes g No [7] Follow-up Inspection

Date: /
9/ 7

/62

For applicable policy, refer to: HPM 11.2, Chapter 7

A /
y/a
2 /)7/ i

1.

Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

& Yes | []No

CINA

Remarks:

Have Approvers/reviewers of purchases received
procurement training?

M Yes | [ INo

LIN/A

Remarks:

Are prohibited items procured on CHP 43, Purchases
Requisitions?

Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

LI N/A

Remarks:

Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

ﬁYes [INo

LI N/A

Remarks:

Is all required information entered on the CHP 43,
Purchase Requisition?

&Yes [INo

CIN/A

Remarks:

Are the CHP 43, Purchase Requisitions, numbered

.consecutively, starting anew at the beginning of each

fiscal year (July 1)7? -

&Yes ] No

LI N/A

Remarks:

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

[JYes | [INo

Remarks:
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8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

(] No

CIN/A

Remarks:

9. Arethe CHP 43, Purchase Requisitions,
competitively bid?

[1No

] N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[INo

] N/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[1No

[CIN/IA

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[1No

LIN/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents”?

[]No

[JN/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

1 No

I N/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

[1No

[IN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

[1No

CIN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

[]No

[IN/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

[1No

LI N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

[]No

LINA

Remarks:
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[ No

] N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

[CJNo

CI N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

I No

I N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

[]No

CIN/A

Remarks:

24, Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329) ,

[ N/A

Remarks:

CHP 680C (Rev, 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY FATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10f2
Command: waswn Number:
. \ll\t?-b LUE | Forrieps) . t\L{7 /
vajuate y ate:
A AnbERG0rD 5 /34 /08

Assisted by

Daté !

Cal-Card Program

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

["TYPE OF INSPECTION
(] Division Level

MCommand Level

[] Executive Office Level O Voluntary Self-Inspection

Lead Inspector's Signature:

Mgt J- Lt

Follow-up Requjred: [] Follow-up Inspection

[ ]Yes No

For applicable policy, refer to: HPM 11.2, Chapter 3

Vﬁ' % 5 /aafos

1. Are all employees associated with the use of the Cal- . .
Card program completing the CHP 78S, Conflict of &Yes [JNo | [JN/A | Remarks:
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for &Yes [INo | [JN/A | Remarks:
each vendor utilized? A{;u\td FuwE
3. Are STD. 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor '&Yes [(INo | [JN/A | Remarks: -
utilized? Ahiscd FLE
4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor &Yes [JNo | [JN/A | Remarks: s
utilized? ReeneLe oS
— 5—Ifthe-vendor-is a small-business-or DVBEis utilized,
is the certification letter from the Department of ¥Yes CINo | [ N/A | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly E.Yes ONo | [JN/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? []Yes ﬂNo ] N/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the
purchase? %_Yes [ONo | [JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? MYes [(INo | [JN/A | Remarks:
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? m Yes | [INo |[JN/A pnienss;
11. Are credit invoices/receipts for returned items ‘
maintained with the bank statement? m Yes | [INo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices DE '
document the purchase by listing the commodity, mYes [INo | CJN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? Lo D
Mves CINo | CIN/A | Remarks: (aq il Ro X
14. Are Cal Card purchases pre-approved by the .
commander? M\Yes [I'No | [JN/A | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? &Yes (JNo | (O N/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [ Yes m No | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 1o0f2

Command: Division: Number:

R orTieRr)
Evaluated by: Daé}e: )
Str Tera Au,vas? LE -15- 0@
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level &Command Level

[] Executive Office Level

[] Voluntary Self-Inspection

Lead Inspector's Signatuge:

Follow-up Required: (] Follow-up Inspection

[ ]Yes Iﬁ No

o /a3 fos

For applicable policy, refer to;: HPM 11.1, Chapter 23

1.

Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit?

gNo CIN/A

Remarks:

Does all X Number file documentation contain the
STD. 204 Payee Data Record?

CINo | CIN/A

Remarks:

Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

ONo | ONA

Remarks:

Are X Number requests made prior to the date the
services are performed?

[INo | [CIN/A

Remarks:

Are X Numbers issued for a one-time use?

[ONo | CIN/A

Remarks:

Are prohibited services performed using an X
Number?

ﬁNd CINA

-Remarks:

Are X Numbers used for the procurement of a
service and not the purchase of a commodity?

(INo | CIN/A

Remarks:

Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

[INo |[INA

Remarks:

Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

CINo | LINA

Remarks:

10.

Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

[INo |[INA

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business ) .
vendor contain three price quotations? &Yes [JNo | [JN/A | Remarks:

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from gYes (ONo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number &Yes ONo | CIN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and '
justify the emergency? &Yes CINo | CON/A | Remarks:

15. Is the itemized invoice for each X Number service .
maintained in the command's files? m Yes | [ONo |[JN/A | Remarks:

CHP 680E (Rev. 09-08) OPi 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Eva.‘ui?; pony __
INSPECTION CHECKLIST S{ ] \( é\ <WE 4 Y 9%
Chapter 3, Command Procurements Y by ENR S —

Contracts

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level &Command Level
</ 7 e .
[] Executive Office Léevel [L] Voluntary Self-Inspection /\%'C ‘%—Av /
/
Follow-up Required: [] Follow-up Inspection Com r's Slgﬂa Date:
[] Yes ™ No 27 ? L7 /08
> L
For applicable policy, refer to: HPM 11.1, Chapter 22
1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardiess of W(Yes CINo | [ N/A | Remarks:
the estimated dollar value?
2. Is a CHP 78 Contract Request used for one-time )
services exceeding $4,999.997? CDves | [JNo M\N/A Remarks:

3. s the Office of Primary Interest (OPI) tracking ]
numbering beginning with the requesting command ﬂ\Yes CJNo | [IN/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored

and documented? ﬂYes [JNo | [IN/A | Remarks:
5. Are all copies of correspondence with the vendor

maintained? MYes CINo | O N/A | Remarks:

which outline any problems related to substandard or CINo | CIN/A | Remarks:

6. Are letters for contracts documented and maintained
g‘Yes
non-performance of the vendor?

7. s the final product to be delivered described
specifically and in as much detail as possible in the ﬂ Yes | [(ONo |[JN/A | Remarks:
CHP 78?

including the required documentation and approvals [(JNo [ [JN/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22; before forwarding the CHP 78 or CHP
78A?

8. Are all required levels of approval/signature obtained, ﬁ
Yes

CHP 680F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page
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9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

(] No

LI N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

] No

L1 N/A

Remarks;

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

] No

LIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

] No

CIN/A

Remarks;

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

] No

CIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

[ No

LI N/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

] No

LIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

[ No

[IN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

I No

[IN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

I No

LI N/A

Remarks:

19. Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

] No

[CIN/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%?

[ N/A

Remarks:
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
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21.

Is the length of the contract amendment request
more than one year?

o

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

[-] No

Remarks:

23.

Is a service contract an a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

I No

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[J No

Remarks:

25,

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janitorial Services

Consulting Services

1
2
3
4

5

P N

] No

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

) Alarm and Fire Alarm Monitoring

) Camera Maintenance and Repair

)---Carpet installation ; .
) Diesel Generator Maintenance and Repair

) Dishwasher Maintenance and Repair

) Elevator Maintenance and Repair

) Fire Extinguisher Service

) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repalr

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, nol scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(

19)Uninterruptible Power Supply Maintenance and Repair

I No

LI N/A

Remarks:

CHP 680F (Rev. 09-08) OP! 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[J No

(I N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

] No

L1 N/A

Remarks:

29,

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

[] No

L1 N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

I No

1 N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[]No

BINA

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[ No

ISN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[ No

CIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[ No

LINA

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule

__for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

] No

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[]No

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

I No

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

] No

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol |,
Ch. 4, Section 4.09)

[] Yes

[ N/A

Remarks:

CHP 880F (Rev. 09-08) OP1 010




- 'STATE OF GALIFORNIA Command: Division: Chapter: 3
" DEPARTMENT OF CALIFORNIA HIGHWAY PATROL DGIF Northern |
-—COMMAND INSPECTION PROGRAM [ Inspected by: .
OSS1 Marla Anderson #A3480 | 09/20/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to"and its due date. This document shail be utilized to document innovative practices,.suggestions for statewide - . -
improvement, identified deficiencies, corrective action plans and may be used to appeal fndlngs A CHP 51 Memorandum may be used if

additional space is-required.

TYPE OF INSPECTION [] Corrective Action Plan Included

[ Division Level X[ Command Level [ Appeal Included
[J Executive Office Level ] Attachmsnts Included
Forward to; Commander’s Signatifte: Date:
’ S 09/29/2008

Follow-up Required:

[ Yes E&o

Due Date:

Inspector's Comments Regardlng Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

The inspector’s findings indicate that the Dunsmuir Grade Inspection Facility is in compliance with
departmental policies and procedures.
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STATE GF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~ COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division; Chapter 3;
DGIF Northern

-Inspected by: ) Date:
0OSS1 Marla Anderson, #A3480

09/29/2008

| Commander’s Response:

The Dunsmuir Grade Inspection Facility is in compliance with Departmental policies and procedures.

| Inspector's Comments:

None

Corrective Action Plan/Timeline

None

CHP 680A (Rev. 09-08) OP1010



:. STATE OF GALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cormand: Division: Chapter:
~—COMMAND INSPECTION PROGRAM — DGIF [ Northern B R

EXCEPTIONS DOCUMENT inspeciac. by: Dpte:

Page 3 OSS8I Marla Anderson, #A3480 | 09/29/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapterinspéction),. .

Commander's Basis for Appeal:

_ \ Appeal Review/Decision: (This shall be the only level-of appeal). . - .

Lead Inspec / / Date: L /
Loy 949 /bp

| Responding Gemmander's Signature (for appeal): Date: ¢

CHP 680A (Rev. 08-08) OP1 010




STATE OF CALIFORNIA _
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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Command: Division: Number:
Dunsmuir Grade 1. F. Northern 147

Evaluated by: o Date: =~
Sgt. S. Marmont, #10738- 03-26-2009
Assisted by; Date:

INSTRUCTIONS: Answer individual items with *Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Foliow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[ ] Division Level X! Command Level

[7] Executive Office Level ] Voluntary Self-Inspection

Lead Inspector's Signature:

£

Follow-up Required:

[]Yes No [ ] Follow-up Inspection

3, 027%;

For applicable policy, refer to: HPM 11.2, Chapter 7

Coyder"s,s ature;
. ’/ Lfﬁ% 7z

1.

Are participants in the procurement process at the
command level familiar with the refated policies and
procedures for purchasing?

Xyes | [INo | [JNA

Remarks:

- Have Approversireviewers of purchases received

procurement training?

Yes | [JNo |[J]N/A

Remarks:

Are prohibited items procured on CHP 43, Purchases
Requisitions?

* Supplies for personally — owned equipment
» Commodities for personal use

e Confirming order
¢ Purchases via the internet

OYes | X No |[[JNA

Remarks:

Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

XYes | [INo |[INA

Remarks:

Is all required information entered on the CHP 43,
Purchase Requisition?

X Yes | [INo |[JNA

Remarks:

Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

XYes | CONo [[INA

Remarks:

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

[1Yes | [No |[XINA

Remarks:

CHP 680C (Rev, 08-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T
COMMAND INSPECTION PROGRAM‘ wa
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
8. Do specialized items purchased contain the :
appropriate Division, and/or OPI approvals? Yes | [JNo |[[JNA | Remarks:
9. Arethe CHP 43, Purchase Requisitions, : -
competitively bid? ‘ X Yes | [ONo |[JNA | Remarks:
10. Does the CHPR 315, Price-Comparison Worksheet, 2l e :
document at least two price quotations? - Yes | [ONo |[JN/A | Remarks:
11, Are Limited Competitive Bidding purchase requests '
that limit or restrict the purchase to one specific CYes | [INo |[XIN/A | Remarks:
brand or model justified and in compliance with SAM ;
35557
12. Are Limited Competitive Bidding purchase requests .
for items that interface with existing departmental Clyes | [JNo N/A | Remarks:
equipment in compliance with SAM 3555.37
13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective [IYes | [INo |[XNA | Remarks:
Action Plan documents?
14, Are items checked immediately for content and
damage when delivered? X Yes | [ONo |[JN/A | Remarks:
15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal X Yes | [No |[JN/A | Remarks:
Management-Section (FMS), Account Payable Unit, :
within three business days of recelpt if all items are
accepted?
16. Are freight and/or packing slips attached to the TR
received copy of the purchase order and sent to Yes | [INo |[JN/A | Remarks:
FMS? '
17. Is FMS provided a photocopy of the purchase order R
©and any approved freight or packing slips as X Yes | [ONo | CJN/A | Remarks:
acknowledgement that a portlon of the order has
been received?
18. Is the original "received copy" retained by the )
command for completion and forwarding to the FMS | X Yes | [JNo | ] N/A | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver | [ Yes | [JNo | [J N/A | Remarks:

before being accepted?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. |s Purchasing Services Unit (PSU) notified .
immediately by telephone, followed in writing either X Yes | [JNo |[JN/A. | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and '
investigated to ensure the orders are not opened for | X Yes | [INo | [JN/A Ramarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase . _
orders maintained for three years after payment? | K Yes | TINo | [JN/A | Remarks:

“(S8CM Vol. I, Ch. 11, Topic 4) :

23. Are decisions documented to create a paper trail : Py
documenting the basis of the decisions made forthe | [ Yes | [JNo | []N/A OIS
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the ] Yes KINo | [JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page - 10f2

Command: Division: Number:
-Dunsmuir Grade |. F; Northern 147

Evaluated by: Date:,

S. Marmont 03-26-2009
Assisted by: Date:

INSTRUCTIONS:; Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.

If this form is used as a Follow—up

inspection, the "Follow-up Inspection” box shall.be marked and only deficient ifems need to be-re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X].Command Level
[] Executive Office Level (] Voluntary Self-Inspection MV j‘];
Follow-up ‘Required: [ ] Follow-up Inspection | Commandprs/Sign ’ S '
(] Yes No / /7 3 /A7 09 7
For applicable policy, refer to. HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form? '

2. Are 8TD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for Yes | [JNo | [JN/A | Remarks:
each vendor utilized? :

3. Are STD. 204 Payee Data Record forms maintained - _
in the Cal Card command file for each vendor X Yes | [JNo | []N/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board :

Form 74 documents maintained for-each vendor Xl vYes | [INo | []N/A.| Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized,
is the certification letter from the Department of K-Yes | [INo |[]N/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and i
reasonable method documented and properly X Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? [Ives | XINo | []JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? : Kl ves | [INo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? Yes | [JNo |[]N/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST '
Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

[ 10: Is the CHP 317 Cal Card Log properly authorized _
and maintained? Yes.| [JNo |[JN/A | Remarks:
11. ‘Are credit invoices/receipts for returned items '
- maintained with the bank statement? Yes | [JNo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices '
document the purchase by listing the commodity, Yes | [JNo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area?
]XI Yes I:] No D N/A Remarks: Locked cash box
14, Are Cal Card purchases pre-approved by the ' :
- commander? : X Yes | [JNo | [N/ | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? X Yes | [JNo |[JNA | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [JYes | X No |[]NA | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST - :

Chapter 3, Command Procurements

X-Number Program

Page 10f2

Command: Division: Number:
Dunsmuir Grade |. F. Northern 147

Ejvalu_ate_d by. . L Date: -~

S. Marmont LT L0383 26 2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next Jevel of command:
Furthermore, the Exceptions Document shall include any follow-up and/er corrective action(s) taken. If this form'is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only-deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level

[] Executive Office Level

[] Voluntary Self-Inspection

‘Lead Inspector's Signature:

St LT

Follow-up Required: [ Foliow-up Inspection

[J¥Yes - [XI'No

L e
77

Dalxy éy

For applicable policy, refer to: HPM '11.1, Chapter 23

1.

Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract fimit? [JYes | XINo | []N/A | Remarks:
2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? KlYes | [ONo |[JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or ‘
landscaping) have prior approval from the Business X Yes | [ONo | [JNA | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the
services are performed? Yes | [ONo | [JN/A | Remarks:
5. "Are X Numbers issued for a one-time use? y - B
IE Yes D No D N/A Remarks:
6. Are prohibited services performed using an X o
Number? [dYes | XINo | [JN/A | Remarks:
7. Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? K Yes | [ONo |[[]NA | Remarks:
8. Are X Numbers issued for telecommunications s
related services pre-approved by X Yes | [JNo | [JN/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 Yes | [JNo | [JNA | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [(JYes | [INo |[X N/A | Remarks:

Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
“INSPECTION CHECKLIST , 3
Chapter 3, Command Procurements
X-Number Program ‘

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? Yes | [JNo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from X VYes | [JNo |[JNA |Remarks
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number X Yes | [JNo |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and ,
justify the emergency? X Yes | [ONo |[JN/A | Remarks:

' 15. Is-the itemized invoice for each X Number service : ‘
maintained in the command's files? Yes | [JNo |[JN/a | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATRQL

‘COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

‘Chapter 3, Command Procurements

Contracts

Page 10f4

Command: = - Division:. _Number:
Dunsmuir Grade |. F. Northern' 147

Evaluated by: ; Date: . :
S. Marmont 03-26- 2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues; or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such-
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
‘Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow- up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes X No

.
07

| L] Division Level Command Level
" [ Executive Office Level [J Voluntary Self-Inspection
] ] y p 474/{/_/% £ Vd
- Follow-up Required: | Follow=-up Inspection Dy_ -
/22,03

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all 5 e 4 has i
A : HY N emarks. 1S comman as no
service contracts which arg repetitive, regardless of [IYes | [INo N/A initiated any contracts. They are
the estimated dollar value’ issued by Facilities Section.
2. Isa CHP 78 Contract Request used for one-time
services exceeding $4,999.997 [JYes | [INo |[X N/A | Remarks: See above remark.
3. Is the Office of Primary Interest (OPI) tracking #z
numbering beginning with the requesting command [JYes | [JNo [/ | eemaiss SeCEmEiINnH g
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787
4. Is the performance of contract services monitored : ;
and documented? — - X Yes |- No- [[5-N/A | Remarks:
5. Are all copies of correspondence with the vendor R
maintained? Yes | [ No | [JNA | Remarks:
6. Are letters for contracts documented and maintained ; ‘
which outline any problems related to substandard or Yes | [JNo | [ N/A | Remarks:
non-performance of the vendor? :
7. Is the final product to be delivered described |
specifically and in as much detail as possible in the Yes | [JNo | [JN/A | Remarks:
CHP 787
8. Are all required ievels of approval/signature obtained, _
including the required documentation and approvals Yes | [JNo |[JN/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM "
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page - 2o0f4

]

Are requests for contract services |ess than six
months from the anticipated start date of the contract

pre-approved by Assistant Comm|s510ner Staff, for -

expedlted processmg'7

[] Yes.

I No

B N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X ves. |

[ I No

L] N/A

Remarks;

11.

Are contract services performed according to the
quality, guantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review

" progress reports and interim products)? |

X Yes

] No

L] N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

[TNo

(I N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

] No

(] N/A

Rerﬁarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[l No

TIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[ JNo

[1N/A

Remarks:

16.

Are _all applicable form sections of the CHP 78

completed?

Yee-

[ No

I N/A

"Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mltlgate the loss or impairment of life; health
property, or essential public serwces’?

X Yes

(] No

L1 N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

1 No

LIN/A

Remerks:

19.

Are problems concerning the contractoi’s
performance fully documented in writing and made a
part.of the contract manager’s contract file?

X Yes:

] No

L1 N/A

Remarks:

20

Are contract amendment request dollar amounts
increased more than 30%7

(] Yes

[ 1No

X N/A

Remarks: No contract amendments
requested.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL:

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request ‘ ) :
more than one year? D Yes D No- N/A Remarks: Se_e remarks under #20.
22. Are amendments requested before the expiration of .
the original contract? [JYes | [ONo |[X N/A | Remarks; See remarks under #20.
23, Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [JYes | [ONo |[X N/ | Remarks
room rental which is expected to exceed $4,899.99 in
total cost?

24, Do conference room rental costs exceeding the $500 :
per day limit have pre-approval from Assistant [1Yes | [INo N/A, - RermarKs:

Commissioner, Staff?

25. Are California Department of Justice (DOJ) and .
Federal Bureau of Investigation (FBI) fingerprint X Yes | [JNo |[JN/a | Remarks:
checks and driver license checks conducted for all of ;
the following types of agreements:

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janitorial Services

Consulting Services

SEERZ

26. |s a driver license check conducted for, but not
limited to, all of the following types of agreements, if | []Yes | [JNo | X N/A ':ree”:]i’tk;] ;{‘:?;%%?Z ?g;fr;gg';‘?'s
the contractor and/or specifically assigned personnel i
are scheduled to be on-site for m'ore than 30 days:

[Alarm and ElrfeyAIarm Momtorlng
Camera Maintenance.and Repair -
Carpet Installation -
Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair
. Elevator Maintenance and Repair
Fire- Extinguisher. Service
Garage Door Maintenance and Repair
9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
(12) Office Machine Maintenance.and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
5) Scale Maintenance and Repair
6) Steam Cleaning Services (Carpet, not scales)
7) Telephone Services (cellular, sateliite, and regular)
8)

—_
N
!

CoNTTREBRI

Television Equipment Maintenance and Repair

(1
(
(
(
( 9)Unmterruptlble Power Stipply Maintenance and Repalr

1
1
1
1
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STATE OF CALIFORNIA
DEPARTMENT OF:CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Caommander review?

X Yes

[T No

CINA

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract {i.e;, adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)? ’

Yes

] No

LI NA

Remarks:

29,

Are all invoices, records, and reJevant documentation
maintained for three years after the final payment of
the contract?

X Yes

[ ] No

LIN/A

Rerﬁérks:

30.

Is a log sheet maintained for a diary of activities
related to the contract? "

X Yes

[ ] No

LI N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

(] Yes

[JNo

DX N/A

Remarks: This cormmand does not
administer any contracts.

32.

Is a spreadsheet prepared listing all expenditures?

[]Yes

[J No

DX N/A

Remarks: See remarks under #31.

33.

Is the notification to the contractor documented for
the start date for services to begin?

4 Yes

[]No

LI N/A

Renjarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

[ No

CINA

Remarks:

35.

‘Do consultant services confracts of $1,000 or more
contain.detailed-performance-criteria and a.schedule
for performance”? (SCM Vol. |, Ch. 3, Section 3.02.1)

] Yes

[ No

X N/IA

Remarks:

36.

Does the contract file contain the STD. 4 Contractor

_Evaluation form for consultant contracts?

(SCM Vol. I, Ch. 3, Section 3.02.5)

[ Yes

[INo

DX N/A*

Remarks:

i,

Does Contract work:only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

I No

LI N/A

Remarks:

38,

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. !,
Ch. 7, Section 7.05)

[] Yes

[INo

N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. [,
Ch. 4, Section 4.09)

[] Yes

X No

LIN/A

Remarks:
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STATEr OF CALIFORNIA ’ Command: | -Division: T Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Dunsmuir Grade I. F. | Northern 3
Inspected by: Date:

COMMAND INSPECTION PROGRAM Sgt. S. Marment #10738 03-26-2009
EXCEPTIONS DOCUMENT '

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document .
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used |f

additional space is required.

TYPE OF INSPECTION [ ] Corrective Action Plan Included
[] Division Level [X Commane Level [ Appeal Included
[] Executive Office Level

] Attachrpents Inclgded

Forward fo:
_Northern
Due Date: ___

Follow-up Required:

[]Yes No

04-10-2009

‘Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

Command Suggestions for Statewide Improvement:

None.

Inspector's Findings:

The inspector findings indicate that the Dunsmuir Grade Inspectlon Facility is.in compliance with
Departmental policies and procedures. - : , - .,
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STATE OF CALIFORNIA -
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Cormmmang [ Division: Chapier

Dunsmuir Grade I. F, Northern
EXCEPTIONS DOCUMENT ' Inspected by: 2 Date:” ' -
, . Sgt. S. Marmont, #10738 03-26-2009

Page 2

| Commander's Response:

The:-Dunsmuir Grade Inspection Facility is in compliance with Departmental policies:-and procedures.

| inspector's Comments:

None.

Required Action

Corrective Action Plan/Timeline

None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL .

COMMAND INSPECTION PROGRAM T

EXCEPTIONS DOCUMENT Dunsmuir Grade |. F.._ | -Northern ; 3

D el By Boon - ol Sg, Inspected by: . Date:
S Vimr == Lt ‘ Sgt. S. Marmont ' 03-26-2009
Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:
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Command: Division: Number: T
gEgI\E{TOI\;ECrG\TL ”(;lgémj\FORNIA HIGHWAY PATROL Quincy -165 Northern -
COMMAND INSPECTION PROGRAM Bt bt
INSPECTION CHECKLIST ety Wilson 10/08/08
Chapter 5, Command Procurements
Purchases _

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

— e

TYPE OF INSPECTION Lead Inspector's Signature:

] Division Level X Command Level '
[ Executive Office Level [] Voluntary Self-Inspecti CL j (JJL
xXecutive iICe Leve oluntar elr-Inspection
y P EVS B A

Follow-up Required: d-Cormanaersignature:
X] Yes [ ]No [[] Follow-up Inspection

Date:

AV

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the )
command level familiar with the related policies and | [X Yes | [ JNo | [J N/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received )
procurement training? Yes | [JNo | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases )
Requisitions? (JYes | X No |[ON/A | Remarks:
¢ Supplies for personally — owned equipment
¢ Commodities for personal use
¢ Confirming order
* Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from X Yes | [ONo | [IN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, ] vs: Obiect code information
Pk . a
Purchase Requisition? [(dYes | XINo | [JN/A h:;”:‘gtzlwayfbeen i
6. Arethe CHP 43, Purchase Requisitions, numbered _
consecutively, starting anew at the beginning of each Yes | [OINo |[JN/A | Remarks:
fiscal year (July 1)7?
7. Are expedited requests for the purchase of goods '
forwarded to the Assistant Commissioner, Staff, for [(JYes | [JNo |[XIN/A | Remarks:
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Comp’land: Division: Number:
COMMAND INSPECTION PROGRAM Sullntcgb- 165 | Northern =

valuaie Y. ate:
INSPECTION CHECKLIST Cheryl Wilson 10/08/08
Chapter 3, Command Procurements e Date:
X-Number Program ' v '

Page Tof2

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "“Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

l.ead Inspector's Signature:

L] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection CL(J w i [g(: )
Follow-up Required: L] Follow-up Inspection Com@ﬁjigl— Date:
[JYes X No l : /1/3/8

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiplé X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? OvYes | XINo | [JN/A | Remarks:
2. Does all X Number file documentation contain the )
STD. 204 Payee Data Record? Yes | [INo |[JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business | []Yes | [JNo |[[X N/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the Remarks: 1 exception—all proper
! - _ _
services are performed? Yes D No D N/A memos were completed to correct.
5. Are X Numbers issued for a one-time use? _
|E Yes D No D N/A Remarks:
6. Are prohibited services performed using an X '
Number? [(JvYes | XINo |[JN/A | Remarks:
7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X Yes | [INo |[JN/A | Remarks:
8. Are X Numbers issued for telecommunications _
related services pre-approved by Yes | [JNo |[JN/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 [JYes | [ONo |[XIN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate [(JYes | [INo N/A | Remarks:

Assistant Commissioner?

CHP 680E (Rev, 08-08) OP1 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL - . oo o
ommana: IVISIONn: u .

COMMAND INSPECTION PROGRAM | 5 165 | Northerm

INSPECTION CHECKLIST Evaluated by: Date:

Chapter 3, Command Procurements Cheryl Wilson 10/07/08

Cal-Card Program Assisted by: Date:

Page 10f2

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shail be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level [X) Command Level QZW L
|
[] Executive Office Level [] Voluntary Self-Inspection w 2N
Follow-up Required: | [J Follow-up Inspection | Comuaniess Sigoalure =

[]Yes No

4

11/5/8

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [INo |[JN/A | Remarks:

Interest Statement, Employee, form?

2. Are 8TD. 21 Drug Free Workplace certifications RS A=
‘maintained within the Cal Card command file for Yes | [ONo |[INA gifggfs'ang‘;g_:‘u;‘é‘z?ga reor
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained -
in the Cal Card command file for each vendor X Yes | [JNo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board _ ’ ,
Form 74 documents maintained for each vendor X Yes | [ONo | [IN/A Ei?:;gfogzi S:;gfr\ﬁvf;f"’es
utilized? ordering from other businesses, we

' keep copies.

5. Ifthe vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [JNo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly X Yes | [JNo | [JN/A | Remarks:
justified?

7. Are purchéses split into multiple transactions in order )
to circumvent transaction purchase limits? [JvYes | XINo | [JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the .
purchase? Yes | [INo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317

Remarks:

Cal Card Log and the receipts/invoices?

X Yes | [ONo | [JN/A

CHP 680D (Rev, 09-08) OP1010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Com.mand: Division: Number:
COMMAND INSPECTION PROGRAM | Quincy - 165 | Northern -
INSPECTION CHECKLIST Cheryl Wilson 10/07/08 |
Chapter 3, Command Procurements Assisted by: T Date:

Contracts Darrell Brown 10/07/08

Page 1 of 4

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follew-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the *Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. -

TYPE OF INSPECTION

Lead Inspector's Signature:

[ ] Division Level X] Command Level Lﬁk
5
] Executive Office Level [] Voluntary Self-Inspection Vp (/L/ NN
Follow-up Required: [ ] Follow-up Inspection | Cogmandgrs-gnature: Date:

[ ]Yes X] No

11/5 [a

For applicable policy, refer to: HPM 11.1, Chapter 22

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

1. Is a CHP 78 Contract Request used to initiate all B T -
service contracts which are repetitive, regardless of | []Yes | [JNo | [XIN/A S:n’?;g;zd bl il (ot it
the estimated dollar value? '

2. IsaCHP 78 Contract Request used for one-time -
services exceeding $4,999.997? [JYes | [ONo | X N/A | Remarks:

3. Is the Office of Primary Interest (OP]) tracking _
numbering beginning with the requesting command [JYes | [JNo N/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. Isthe performance of contract services monitored _
and documented? X Yes | [INo | []N/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? Yes | [INo | []N/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | [ Yes | [INo | X N/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described - _
specifically and in as much detail as possible in the [IYes | [JNo | [XIN/A | Remarks:

CHP 787

8. Are allrequired levels of approval/signature obtained, _

including the required documentation and approvals | []Yes | [INo | [X] N/A | Remarks:

CHP 680F (Rev. 09-08) OP1 010




S TE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Quincy — 165 | Northern 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Zhenglivicon | 102408

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level X Attachments Included
Follow-up Required: ;g%aeﬁtgivision <;\Q~‘g__m:mander’s Signature: Pate:
Yes L1 No Due Date: Nov. 1, 2008 “> Nov. 3, 2008

‘:-r'"[, ‘,_(':r_, ,.:_';.._?C? = m_.' r“r =
Chapter Inspecﬂon
--r—- -wrr -"- } .-c_._- o f.—
j.l._-uz“ 53

LLie Tl ot

- T = 5 g TRIST
AT ‘<p$ ,y- 4‘: e 5 2 e e e s =Th
) e I oy Sk

Inspectors Comments Regardmg Innovative Prac’uces

None

Command Suggestions for Statewide Improvement: |

None

Inspector's Findings:

Chapter 3, Command Procurements, Purchases
10. Area has not been completing the CHP 315.

16. Area has not been forwarding packing/freight slips to FMS but has been keeping at Area level.

CHP 6B0A (Rev. 09-08) OPI 010



S* \TE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Quincy - 165 Northern 3
Inspected by: Date:
Page 2 Cheryl Wilson 11-3-08

| Commander's Response:

Commander concurs with inspector’s findings.

[ Inspector's Comments:

None

Relred Actlon

Correctlve Acﬂon PIan/T:mel:ne |

10. Area will begin completing the CHP 315 as required when purchasing/requesting items that do
not already have a contract set up through Headquarters.

16. Area will immediately begin forwarding packing/freight slips to FMS as they are received.

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Quincy - 165 Northern 3
Inspected by: Date:
Cheryl Wilson 11-3-08

o9 1~ I'-,'T' '"u .r; ,“ v v IS NI T ‘qn ‘i-..“\ i il .
SRS R R R ).f.;..-A i VT B G

24 ] SN S S LR R A T R O S T A ¢
Appeal PI‘OCBSS ‘gAfpea!s shah‘ be filed wrthm fwe (5) business days of the completed chapter inspection).
S B T R S o e T T R I e e e TR e B A S Ao TR 1
geosorfodedy topgphioaia AT P RS P e G Ty e ARk by P eitinl St S ry]

Commander’s Basis for Appeal:

|7Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspectar's Signatur Date:
plan Ajﬂm November 3, 2008

Respondl Com?ﬁander s Signature (for appeal): Date:

CHP 680A {Rev. 09-08) OPI 010



Page 1of2

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number: N
COMMAND INSPECTION PROGRAM EHUlmtbﬂdt e — >
INSPECTION CHECKLIST el a
Chapter 3, Command Procurements Z'S‘ijs'tjg :sendahl 83!1 3/09
X-Number Program Kimberly Holland 03/03/09

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

] Division Level X] Command Level

Executive Office Level Voluntary Self-Inspection /y// /
O O ry p 7 L ces o

Follow-up Required: ] Follow-up Inspection (mig a'lure@/vm\ Date:
[]Yes ™ No ' fl\v 3/5 /oci

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? OYes | M No |[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business | X Yes | [JNo | [J N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the .
services are performed? KYes | [INo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? |
Yes | [INo | [JN/A | Remarks:

6. Are prohibited services performed using an X .
Number? OvYes | XINo | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? KYes | (ONo | [JN/A |Remarks:

8. Are X Numbers issued for telecommunications

related services pre-approved by X Yes [ONo | OJNA Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services .
(such as roof repair, electrical) costing over $1,000 K Yes | ONo | [JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate OvYes | [ONo | [XIN/A | Remarks:
Assistant Commissioner?

CHP 680E (Rev. 09-08) OPI 010




STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 2 of 2

11.

Do all X Numbers awarded to a non-smal! business
vendor contain three price quotations?

] Yes

I No

X N/A

Remarks:All small businesses

12.

Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes

O No

LI N/A

Remarks:

13.

Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes

[ No

CIN/A

Remarks:

14.

Do emergency service X Numbers document and
justify the emergency?

X Yes

O No

O N/A

Remarks:

15.

Is the itemized invoice for each X Number service
maintained in the command'’s files?

X Yes

O No

CIN/A

Remarks:

CHP 880E (Rev, 09-08) OP| 010




NOU-B3-2088 11136 CALIFORNIA HIGHWAY PATROL 7@7 822 8939 P.O2

Page 10f2
STATE QF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Humboldt Northern _
INSPECTION CHECKLIST i ppalul s oF
Chapter 3, Command Procurements :'s 's‘ijs‘tel?tg :sendah I g:té :03/ 08
K-hurmber Program Kimberly Holland 11/03/08

INSTRUCTIONS: Answer individual items with "Yes"” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

P————
_ TYPE OF INSPECTION Lead inspector's Signature:
[JiDivision Level X Command Level
[CJ'Executive Office Level [ Voluntary Self-Inspection %{
i P (st
Follow-up Required: (I Follow-up Inspection | Commanders Signature: e

[ JYes No N Hreitor 7 /S -F-oF

Faf-applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
© to circumvent the $4,999 contract limit? OvYes | X No | JN/A | Remarks:

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? B Yes | [ONo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business | [{ Yes | [JNo | [ N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the i
services are performed? K Yes | [ONo | [JN/A | Remarks:

5. - Are X Numbers issued for a one-time use?

Yes | [ONo | [IN/A Remarks:
6. Are prohibited services performed using an X .
Number? ClYes | XINo | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? X Yes | [ONo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications '
related services pre-approved by Yes | [ONo |[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services ‘
(such as roof repair, electrical) costing over $1,000 Yes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. ‘Do X Numbers issued for lapsed contractual ,
agreements have prior approvai by the appropriate ClYes | [ONo | X N/A | Remarks:
Assistant Commissioner?

CHP 680E (Rev. 09-08) OP! 010
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STATE OF CALIFORNIA
'DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

‘X-Number Program

CALIFORMIA HIGHWAY PATROL

TE7 822 8933 P.a3

Page 20f2

11, ‘Do-all X Numbers awarded to a non-small business

vendor contain three price quotations? JYes | [INo | [XIN/A | Remarks:All small businesses

2. Do.all X Numbers awarded to a small business -
vendor contain the small business certification from | X Yes | [INo | [ N/A | Remarks:
the Department of General Services (DGS)?

“13.:Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number Yes | [CINo | [JN/A | Remarks:
vendors?

*14. Do emergency service X Numbers document and ‘
justify the emergency? Yes | [ONo | OJN/A | Remarks:

15, Is the itemized invoice for each X Number service _
maintained in the command'’s files? Yes | [ONo | [JN/A | Remarks:

CHE 680E {Rev. 09-08) OP1 040
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Page 10f4
STATE.OF CALIFORNIA — .
DDEPARTMENT OF GALIFORNIA HIGHWAY PATROL Command: Division: Northern | Number:
COMMAND INSPECTION PROGRAM Plmpae e
INSPECTION CHECKLIST H.J. Rosendahl 11/03/2008
-VS.'(.,E’JF\a\}tatecr)t 3, Command Procurements Assisted by: Date:
Contracts

INSTRUCTIONS: Answer individual items with wyes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancles and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

e ———
TYPE OF INSPECTION Lead Iinspector's Signature:
[):Bivision Level X Command Level
Executive Office Level Voluntary Self-Inspection %;/
o 0 y P 7/ b
Follow-up Required: [ Follow-up Inspection 002%%'3 Signature: Pate:
[]Yes No s eairtd At F et

| ‘For-applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all ‘
service contracts which are repetitive, regardiess of OJYes | CONo N/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 [OJYes | ONo | KINA Remarks:

3. |s the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command Jyes | No N/A | Remarks:
three-digit location code used, followed by "CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored _
and documented? (ves | CONo | R NA Remarks:

5. Are all copies of correspondence with the vendor _
maintained? [JYes | [ONo N/A | Remarks:

6. Avre letters for contracts documented and maintained

which outline any problems related to substandard or OvYes | CONo | XINA Remarks:
non-performance of the vendor?

77 is the final product to be delivered described

specifically and in as much detail as possible in the CYes | CONo | BNA Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, il
including the required documentation and approvals | []Yes O No NJA | Femarks:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F (Rev. 09-08) OF1010
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Page 20f4
STATE.OF CALIFORNIA
DERARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

8. Are requests for contract services less than six '
months from the anticipated start date of the contract | [JYes | [JNo | [ N/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

. 10: is.all work completed and accepted by the .
Department before expiration of contract agreement? | [JYes | [JNo | X N/a | Remarks:

11. Are contract services performed according to the _
quality, quantity, abjectives, timeframes, and in the OYes | [INo | X N/a | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to ,
substantiate expenditures for work performed andto | [J Yes | [JNo | [X N/A | Remarks:
prevent penalties being assessed?

13" Are contract expenditures monitored to ensure there .

" are sufficient funds to pay for all services rendered [OYes | [INo N/A | Remarks:
as required by contract?

:' 14. Does the requestor verify the contractor has fulfilled e
all requirements of the contract before approvingthe | [JYes | [ No | [X]N/a | Remarks:
final invoice?

18: Is the final invoice identified and approved, as -
appropriate and forwarded to Fiscal Management CJYes | [INo N/A | Remarks:
Section for payment?

“18.- Are all applicable form sections of the CHP 78 .
completed? (OYes | [ONo | [XN/A | Remarks:

= 17. Do emergency contracts document and justify a S
sudden, unexpected occurrence that poses a clear OYes | [No N/A | Remarks:

~and imminent danger, requiring immediate action to
- mitigate the loss or impairment of life, health,
“property, or essential public services?

18. Are all employees associated with the management Remarks:
of a contract completing the CHP 78S, Conflict of CdYes | [JNo N/A | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's Remarks:
performance fully documented in writing and madea | [JYes | [JNo | [ N/A | Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts i
increased more than 30%? ClYes | [INo | R N/A | Remarks:

CHP 680F (Rev. 05-08) OPI 010
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STATE-OF CALIFORNIA
DERPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

CALIFORNIR HIGHWAY PATROL

787 g22 8339 F. e

Page 30of4

21

Is the length of the contract amendment request
more than one year?

[ Yes

[ No

N/A

Remarks:

22,

Are amendments requested before the expiration of
the original contract?

] Yes

1 No

X N/A

Remarks:

23,

Is & service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[ Yes

] No

X NA

Remarks:

24,

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

[J No

X N/A

Remarks:

"25:

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

“the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services {on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

1 No

CIN/A

Remarks: 125 only has one )
Janitorial service, The actual contract
was set up through HQ.

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alam and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(6) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

{19)Uninterruptible Power Supply Maintenance and Repair

Yes

[J No

O NIA

Remarks: When appropriate,

CHP 680F (Rev. 08-08) OPI 010
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STATE QF GALIFORNIA
‘DERARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

CALIFORNIA HIGHWAY PATROL

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information L |

forwarded to Contract Services Unit (CSU), along DIves | [ONo | [N | Remarks: This would only apely to
. . e janitorial contract.

with the contract number for retention after

Commander review?

28. Is CSU advised by the command to determine if L ¢
adverse information discovered is grounds for Yes | (ONo |[[ONA ::‘Zfs”ési'nfz::a‘gg:'a;’:;gggv -
canceling the contract (i.e., adverse driver license '
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

. 29. Are all invoices, records, and relevant documentation . | o HQ.
maintained for three years after the final paymentof | [JYes | [ No N/A | Remarks: Invaloes are sent to HQ.
the contract? '

.'-. 30. Is a log sheet maintained for a diary of activities ,

© " related to the contract? OYes | [ONo |[XIN/a | Remarks:

" 31. Is a computer file prepared for all contracts .
administered? CYes | [ONo | [XIN/A | Remarks:

- 32. |s a spreadsheet prepared listing all expenditures? .

__ Cves | ONo N/A | Remarks:

33.-Is the notification to the contractor documented for ! . Notified by HQ
the start date for services to begin? JYes | (ONo | [ N/A | Remarks: Notified by

34. Is the contractor contacted to determine if all invoices s:
have been received in order to oversee the OYes | [ONo N/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more Remarks:
contain detailed performance criteria and a schedule | [JYes | [JNo N/A | Remarks:

-for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

“36. Does the contract file contain the STD. 4 Contractor _ Remarks:
Evaluation form for consultant contracts? yYes | [ONo N/A | hemarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the —
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [OYes | ONo | X N/A | Remarks:

“38. Are the requirements for Government Code Section Remarks:

19130 (a) or (b) documented and justified for [dYyes | [ONo | DJN/A | Remars:
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final Remarks:
approval and execution of the contract? (SCMVol. |, | [JYes | [ No |[X NA | Remarks:
Ch. 4, Section 4.09)

CHP 680F (Rev. 09-08) OPI D10
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Page
'?ommand: Division: Number:
ggg;i‘?&é@- I('Z:)gg:hFORNIA HIGHWAY PATROL |E'1u|mb;3|dt Area | Northern
COMMAND INSPECTION PROGRAM yallatoclE Lt
INSPECTION CHECKLIST =9t 8.l Rosendah 1Di0g/08
Chapter 3, Command Procurements 0SS! Kimberiy Holland 10/06/08
Purchases

10f3 ‘/

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. A
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the
Furthermore, the Exceptions Document shall include any follow-u

section. Ad
next level of

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

ny discrepancies with policy,

ditionally, such
command.

p and/or corrective action(s) taken. If this form is used as a Follow-up

TYPE OF INSPECTION

Lead Inspector’s Signature:

] Division Level X Command Level
Executive Office Level Voluntary Self-Inspection / :
FoIIOW-up Required: Commanders's Signature: Date:
D Yes IZ No ] Follow-up inspection %/ ) 2//,% /c7— ? oF

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the _
command level familiar with the related policies and X vYes | [JNo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received .
procurement training? Yes | [ONo |[[JN/A | Remarks: Only the OSSI.
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [OYes | XINo |[JN/A | Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use
¢ Confirming order
» Purchases via the internet
/zf:‘\ ]
w Are separate CHP 43s, Purchase Requisitions, .
prepared for commodity items obtainable from E«Yes CINo | O N/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, '
Purchase Requisition? K Yes | OONo | [JN/A | Remarks:
/N
w Are the CHP 43, Purchase Requisitions, numbered . _ 45 was lisflod
consecutively, starting anew at the beginning of each | [JYes | X No | [J N/A e:é?]af[‘s‘zélggaer bin"c‘;:i '%;iz h‘;';
fiscal year (July 1)? been corrected.
7. Are expedited requests for the purchase of goods

forwarded to the Assistant Commissioner, Staff, for
approval?

M yes | [ONo | [JNA

Remarks: Via

Division

CHP 680C (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Purchases

Page 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

[

X Yes

] No

L] N/A

Remarks:

‘9. Are the CHP 43, Purchase Requisitions,
competitively bid?

5

[ Yes

I No

X N/A

Remarks: If applicable.

N
@Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

] Yes

X No

L1 N/A

Remarks: No 43s on file which
required competitive bid.

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific

brand or model justified and in compliance with SAM
35557

] Yes

J No

X N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[ Yes

O No

X N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

O Yes

[ No

X N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

] No

O N/A

Remarks:

15. Is the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are
accepted?

X Yes

] No

LIN/A

Remarks: Whenever possible.

16. Are freight and/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

[ Yes

< No

[1N/A

Remarks: Clerical advised of this
requirement.

17. |s FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

] Yes

X No

CIN/A

Remarks: Clerical apprised of this
requirement for future.

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

[JNo

LIN/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

™ Yes

I No

LI N/A

Remarks:

GHP 680C (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 30of3

20.

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting canceliation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[ Yes

[ No

B N/A

Remarks:

21.

Are open purchase orders periodicaily reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

] No

[ N/A

Remarks: As needed, i.e. Office
Depot.

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

J No

O N/A

Remarks;:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

] No

O N/A

Remarks: e.g. Staff meeting minutes

24,

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

X No

L N/A

Remarks:

CHP 680C (Rev. 09-08) OPI 010
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STATE:OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T B e
COMMAND INSPECTION PROGRAM Humboldt Northern ‘
INSPECTION CHECKLIST Evaiualed by, Y
Chapter 3, Command Procurements Kimberly Holland OSSI 11/10/08
Cal-Card Program . Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the *Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as 2 Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OFINSPECTION Lead Inspector's Signature:

[CJ:Division Level Command Level .

[3Executive Office Level [ Voluntary Self-Inspection W /W
Follow-up Required: 1 Follow-up Inspection Commandeps Signatufe: Date:
[] Yes No W A S gF

: -':F‘ofr applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all emplioyees associated with the use of the Cal- '
Card program completing the CHP 78S, Conflict of KYes | TONo | [ N/A | Remarks:
. Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for KYes | CINo | [JN/A | Remarks:
each vendor utilized?

8. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor Yes | [JNo | [JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board

Form 74 documents maintained for each vendor BdYes | [JNo | [JN/A | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of Yes | [JNo | [JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly KvYes | [No | []N/A | Remarks:
justified?

7. Are purchases splitinto multiple transactions in order ,
to circumvent transaction purchase limits? CdYes | KINo | [JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the ,
purchase? Yes | [JNo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? Yes | [INo | []N/A | Remarks:

CHP 880D (Rev. 08-08) OP! 010
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INSPECTION CHECKLIST

‘Chapter 3, Command Procurements

Cal-Card Program

CALIFORNIA HIGHWAY PATROL
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Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

I No

0 NIA

Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

K Yes

[0 No

I N/A

Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes

[ No

L1 N/A

Remarks:

13. Are Cal Cards maintained in a secure area?

X Yes

[ No

I N/A

Remarks:

~ 14. Are Cal Card purchases pre-approved by the
commander?

X Yes

[0 No

O NA

Remarks:

+ 18. Have all cardholders received training on the
Department's procurement processes?

[ Yes

X No

O N/A

Remarks: ReDs & ARMS training
scheduled for late 08.

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

[ Yes

X No

I N/A

Remarks:

CHP 680D (Rev. 09-08) QP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM EHUImtdelljd’f A =
INSPECTION CHECKLIST pa o ae.
Chapter 3, Command Procurements :'s‘ijs'telig :sendahl gf:i :1 3/08
X-Number Program Kimberly Holland 03/03/09

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level

Executive Office Level Voluntary Self-Inspection ﬁ/// /

Follow-up Required: L] Follow-up Inspection (wig aturey \‘) Date:
[ ]Yes No : ,}\ AN~ 5/3 /oq

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor ‘
to circumvent the $4,999 contract limit? ClvYes | X No | ON/A | Remarks:

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? Yes | [JNo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business X vYes | [ONo | [JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? Yes | [ONo |[JNA Remarkszl

5. Are X Numbers issued for a one-time use?

[g Yes D No D N/A Remarks:
6. Are prohibited services performed using an X ‘
Number? ] Yes No |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a ¥
service and not the purchase of a commodity? Yes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by Yes | [JNo |[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services .
(such as roof repair, electrical) costing over $1,000 X Yes | [JNo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate [JvYes | [ONo |[XINA | Remarks:
Assistant Commissioner?

— —GHP-6B0E-(Rov-09-08)-OP|-016 —— e ——



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? [(JYes | CONo | XIN/A | Remarks:Allsmall businesses

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from X Yes | [JNo |[JN/a | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number X Yes | [JNo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and .
justify the emergency? XK Yes | [JNo | [JN/A | Remarks:

15. Is the itemized invoice for each X Number service ,
maintained in the command's files? X Yes | [ONo |[JN/a | Remarks:

-CHP_6B0E-(Rev.-09-08). OR}.010. — —




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM [ 5=, Norhern e
INSPECTION CHECKLIST Evaluated by: Date:;
Chapter 3, Command Procurements Sgt. H.J. Rosendahl 03/05/09
Cal-Card Program Assisted by: Date:

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[ Division Level x Command Level %&é%{/
[] Executive Office Level [] Voluntary Self-Inspection
| Follow-up Required: L] Follow-up Inspection (’Comrﬁ‘andér\s Sigﬂije: l) Date:
[ ]Yes x No \F-C;AL (JAANL_\ 3o o

For applicable policy, refer to. HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

x Yes

J No

LI N/A

Remarks:

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes

CJ No

CIN/A

Remarks:

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

x Yes

] No

LI N/A

Remarks:

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

x Yes

] No

CIN/A

Remarks: When appropriate

If the vendor is a small business or DVBE s utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes

No

LIN/A

Remarks: List of DGS SB/MB/DVSB
in file from website.

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

x Yes

] No

LI N/A

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

] Yes

X No

L1 N/A

Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase?

X Yes

] No

(I N/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

xYes

] No

LIN/A

Remarks:

CHP 880D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program

Page

20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? xYes | [JNo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? [OYes | [ONo |[xN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, xYes | [JNo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? '
xYes | [JNo | [JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? xYes | [JNo |[JN/A | Remarks:
15. Have all cardholders received training on the ‘
Department's procurement processes? x Yes ONo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [(OYes | xNo | [JN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010
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Command: Division: Numbear
I;"ETEAPTA-ER'?;ECSTUSERGI:&FORNIA HIGHWAY PATROL Susanville Northern 140
—2OMMAND INSPECTION PROGRAM s . e
INSPECTION CHECKLIST onny Mahenski, O35 1029/03
Chapter 3, Command Procurements Erik Liband, Lieutenant 10/29/08
Purchases

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancles and/ar deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrsctive action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected,

TYPE OF INSPECTION

(] Division Level B Command Leve|

L] Executive Office Level [] Voluntary Self-inspection

Lead Inspactor's Signature:

(Povnsy Muaherate:

Follow-up Required;

[]Yes BPNo [ Follow-up Inspection

Date:

10/29/08

ﬁ
Co%a;def‘s s&W

For applicable policy, refer to; HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

5

Remarks:

BdYes | [INo |[]NA

2. Have Approvers/reviewers of purchases received
pracurement training?

Remarks:

X Yyes | [INo | [CINA

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

Remarks:

[ Yes No | [JN/A

4, Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

Remarks:

L] N/A

£ No

5. Is all required information entered on the CHP 43,
Purchase Requisition?

Remarks:

XYes | [JNo | [JNA

€. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

Remarks. .

Kves | [INo |[INA

.

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

)

Remarks:

Kvyes | [INo | [INA

CHP E80C {Rev, 03-08) OP| 010
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STATE OF CALIFORNIA
/" EPARTMENT OF CALIFORNIA HIGHWAY PATROL
~~COMNMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
8. Do specialized items purchased contain the
appropriate Division, and/or OP! approvals? X Yes | [JNo | [JN/A | Remarks:
9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes | [ONo |[JN/A | Remarks:
10. Does the CHP 315, Price Comparison Worksheet, )
document at least two price quotations? X Yes | [INo | [IN/A | Remarks:
11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific Yes | [INo | [JN/A | Remarks:
brand or model| justified and in compiiance with SAM
35557
12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental M Yes | ONo @ N/A | Remarks:
equipment in compliance with SAM 3555.37
13. Do Non-Competitive Bid (NCB) purchase requests ' ‘
() contain the NCB justification and NCB Corrective Kives | [JNo @N/A Remerks:
Action Plan documents?
14. Are items checked immediately for content and
damage when delivered? Yes | [INo |[JN/A | Remarks:
16. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal KYes | [INo | []N/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all itams are
accepted?
16. Are freight and/or packing siips attached to the R T ]
i \C Smarks.: FEa’S praclice has been
Ir:el\;«g’\?red copy of the purchase order and sent to [(Iyes | KINe |[CINA e g ek e e
’ ' comply by attaching the freight or
packing slips to the recelved capy.
17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as Yes | [ONo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?
18, |s the original “received copy” retained by the ,
command for completion and forwarding to the FMS | [XI Yes | [INo | [JN/A | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier _
i acknowledged on the freight bill by the carrier's driver Yes | [JNo | [JN/A | Remarks:
() before being accepted?

CHF G80C (Rav. 09-08) OP{010
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STATE OF CALIFOCRNIA

(

PARTMENT OF CALIFORNIA HIGHWAY PATROL

- SOMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

P. 012/020

30f3

20.

_yet been prepared?

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not

X ves

[ No

I N/A

Ramarks:

21.

Are apen purchase orders petiodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time, (SAM 8422,0)

Yes

I Ne

I N/A

Remarks:

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Val. I, Ch. 11, Topic 4)

X Yes

[INe

CIN/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

] No

I N/A

Remarks:

75
\_/

24,

Are purchase orders spiit to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X No

I N/A

Remarks:

CHP £80C (Rev. 06-08) OP| 010
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STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Diviston: Numbar:
7 SOMMAND INSPECTION PROGRAM Susanville Northern 140
" (NSPECTION CHECKLIST il 4 , Date:
Chapter 3, Command Procurements fszggdybyahenski, 0SSl ;3429/08
X-Number Program | Erik Liband, Lieutenant 10/29/08

INSTRUCTIONS: Answer individual items with °Yes" or "No” answars, or fill in the blanks as Indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies nated in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/ar deficlencies shall be documented on an Exceptions Document and addressed to the next level of command,
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. if this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspacted.

[TYPE OF INSPECTION

Lead Inspector's Signature:

[1 Division Level ] Command Level ) M
] Executive Office Level [ Voluntary Self-Inspection M W\[
FO“OW—Up Required: ] Follow-up inspection Companfler's Signature: / Date:
[]Yes D No L / 10/29/08
L = e
For applicable policy, referto: HPM 11.1, Chapter 23
1. Are multiple X Numbers awarded to the same vendor )
to circumvent the $4,999 contract limit? ] Yes No | [1N/A | Remarks:
( > 2. Does all X Number file documentation contain the _
w STD. 204 Payee Data Record? X Yes | [INo |[JN/A | Remarke:
3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business | ] Yes | [JNo | [JN/A | Remarke:
Services Section commander?
4, Are X Number requests made prior to the date the _
services are performed? X Yes | [INo |[]IN/A | Remarks:
5. Are X Numbers issued for a one-time use? )
Yes D No D N/A Remarks:
6. Are prohibited services performed using an X .
Number? ' ‘[dYes | X No | [JNA | Remarks: -
7. Are X Numbers used for the procurement of a ‘
service and not the purchase of a commodity? BYes | [INo | [CJN/A | Remarks:
8. Are X Numbers issued for telecommunications '
related services pre-approved by [(JYes | XINo |[]NaA | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services )
(such as roof repair, electrical) costing over $1,000 Yes | [ONo | [JN/A | Remarks:
have prior approval from Facilities Section?
( 10. Po X Numbers issued for lapsed contractual ) ) )
. agreements have prior approval by the appropriate D Yes I:] No N/A Remarks: Never experienced this.
Assistant Commissioner?

CHP BBOE (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
PEFARTMENT OF CALIFORNIA HIGHWAY PATROL

7 SOMMAND INSPECTION PROGRAM

—NSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

P. 014/020

Page 20f2

11. Do all X Numbers awarded to a non-small business

Remarks: When possible. We are a

vendor contain three price quotations? Kyes | [INo |[CINA rural ares with fimited semices.

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from Yes | CINo | [JN/a | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number B Yes | [INo |[JN/A | Remarks:
vendors?

14, Do emergency service X Numbers document and .
justify the emergency? Yes | [CINo | [ N/A | Remarks:

15. Is the itemized invoice for each X Number service - ]
maintained in the command's files? Yes | [JNo |[JN/A | Remarks:

CHP 680E (Rev. 08-08) OP1010
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r
S\ éﬁi%?ﬁ@gmmmm HIGHWAY PATROL Command: . Division: Number:
—ZOMMAND INSPECTION PROGRAM Susanvile [ Northern 14
INSPECTION CHECKLIST Penny Mahenski, OSSI 10/29/08
Chapter 3, Command Procurements Assisted by Date:
Contracts Erik Liband, Lieutenant 10/29/08

INSTRUCTIONS: Answer individual items with *Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Fallow-up Inspaction” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

(1 Division Level X] Command Level

] Executive Office Level (] Voluntary Self-Inspection

Lead Inspector's Signature.

@M\MJLWJ@

Follow-up Required: L Follow-up Inspection

[]Yes Bd No

Deate:
10/29/08

ayder's Sl?jﬁeg

For applicable policy, refer to; HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to injtiate all

service contracts which are repetitive, regardlessof | [J Yes | [] No N/A | Remarks: Notdoene at Area.
) the estimated dollar value?

2, |s a CHP 78 Contract Request used for one-time )
services exceeding $4,999.99? [Jyes | [No NJA | Remarks: Not dona etArea,

3. Is the Office of Primary Interest (QOPI) tracking )
numbering beginning with the requesting command Yes | [INo | [JN/A | Remarks:
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored _
and documented? K Yes | [ONo | [JN/A | Remarks:

5. Ara all copies of correspondence with the vendor )
maintained? X Yes | [ONo |[JNA | Remarks:

8. Are letters for contracts documented and maintained _
which outline any problems related to substandard or Yes | [JNo |[JN/a | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described . oA
specifically and in as much detail as possible inthe | [JYes | [JNo | X N/A | Remarka: Notdone at Area.
CHP 787

8. Are all required levels of approval/signature obtained, _
including the required documentation and approvals | [JYes | [JNo [ [X]N/A | Remarks: Notdane atArea.
for expedite and emergency contracts per HPM 11.1,

D Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP BBOF (Rev. 03-08) OP1010
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STATE OF CALIFORNIA
77 TEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Z2OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

P. 0167020

Page 20f4

9.

Are requests for coniract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

[]No

X N/A

Remarks:

10.

Is alt work completed and accepted by the
Department before expiration of contract agreerment?

X Yes

[1No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and In the
manner specified in the contract (e.qg., review
progress reports and interim products)?

X Yes

(1 No

[ N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

>3 Yes

I No

CIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for alt services rendered
as required by contract?

K Yes

I No

N

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

" [ No

LI NA

Remarks:

16.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

(1 No

1 NA

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[ Yes

[J No

N/A

Remarks: Not done at Area

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

(1 Yes

[ No

< N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[ Yes

[INo

N/A

Remarks: All contracts for Area are
prepared at Facilities.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

Yes

(1 Neo

OO N/A

Remarks:

o

20.

Are contract amendment request dollar amounts
increased more than 30%?

[Jves

(0 Ne

X N/A

Remarks:

CHP 680F (Rev. 08-08) OF1 010
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STATE OF CALIFORNIA
/" EPARTMENT OF CALIFORNIA HIGHWAY PATROL

—COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

[ 21. Is the length of the cantract amendment request ‘
more than one year? Cyes | [IJNo |[<IN/A | Remarks: Notdane atArea

22. Are amendments requested before the expiration of .
the original contract? Yes | [ No |[JN/A | Remarks:

23, Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [(OYes | [ONo | N/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost? :

24, Do conference room rental costs exceeding the $500 j
per day limit have pre-approval from Assistant OYes | [ONo |[XIN/A | Remarks:

Commissioner, Staff?

256. Are California Department of Justice (DOJ) and ) o
Federal Bureau of Investigation (FBI) fingerprint CdYes | BINo | LN | o e e ran DL ey
* checks and driver license checks conductad for all of as the hours were such that she was

the following types of agreements: continuously supervised,

N

) {1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair

(3) Instructor Services (on-site)

(4) Janitodal Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | [JYes | [1No | [ N/A | Remarks:
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monltering

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) 'Diesel Generator Maintenance and Repair

(6) Dishwasher Malntenance and Repair

{6) Elevator Maintenance and Repair

(7) Flra Extinguisher Service

(8) Garage Door Maintenance and Repair

(2} Graphie Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Alr Conditioning Sarvice
(11) Laundry/Linen Service

(12) Offica Machine Maintenance and Repalr

(13) Painting Services (interior of facility)

(14) Plumbing Servicas

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services {cellular, satellite, and ragular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptibie Power Supply Maintenance and Repalr

CHP 6BOF {(Rev. 09-08) OFI 010
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STATE QF CALIFORNIA
FEPARTMENT OF CALIFORNIA HIGHWAY FATROL

“ZOMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

P. 018/020

Page 4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[] Yes

[ No

N/A

Remarks:

28,

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/ar criminal history information is received
regarding the contractor or the contractor' s
personnel)?

[ Yes

(I No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

Yes

[ 1No

L1 N/A

Remarks;

30.

Is a log sheet maintained for a diary of activities
related to the confract?

Yes

[ No

I N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

X Yes

[]No

[IN/A

Remarks:

™
@,

32

Is a spreadsheet prepared listing all expenditures?

] Yes

B No

LIN/A

Remarks: Wa anticipate tracking
expenditures via ARMS training.

33.

Is tha notification to the contractor documented for
the start date for services to begin?

1 Yes

[INo

B N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

I No

CINA

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

O Yes

] No

N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
{SCM Vol._I, Ch. 3, Section 3.02.5)

[]Yes

[ No

N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

] No

LINA

Ramarks:

3J8.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[ Yes

U] No

X N/A

Rermarks:

@

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[] Yes

X No

LINA

Remarks:

CHP §80F (Rev. 08-08) OPI D10
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Page 1of2
STATE OF CALIFORNIA
/7 ~SEPARTMENT OF CALIFORNIA HIGHWAY PATROL T S e
INSPECTION CHECKLIST Evaluated by:
Chapter 3, Command Procurements Penny Mahenski, OSSI
Cal-Card Program Assisted by: Date;
Erik Liband, Lieutenant 10/29/08

INSTRUCTIONS: Answer individual items with “Yes" or “No™ answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leve| of command.
Furthermore, the Exceptions Dagument shall incfude any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspaction” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level £ Command Level @ V.v\oﬂ\i/v\/)}ﬂ,\j
[] Executive Office Level [[] Voluntary Self-Inspection M
Follow-up Required: ] Follow-up Inspection | Comyharkier's Signagure: B
Ol Yes BaNo & 10/29/08
£ =
For applicable policy, refer to. HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- )
Card-program completing the CHP 78S, Conflictof | X Yes | [INo | [JN/A | Remarks:
Interest Statement, Employee, form?

( J 2. Are STD. 21 Drug Free Workplace certifications )
- maintained within the Cal Card command file for XK Yes [ [INo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained )
in the Cal Card command file for each vendor X Yes | [JNo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board ‘
Form 74 documents maintained for each vendor Yes | [ONo | [JN/A | Remarks:
utilized?

9. Ifthe vendor is a small business or DVBE is utilized, =
is the certification letter from the Department of Yes | [INo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and )
reasonable method documented and properly Yes | [INo | [JN/A | Remarks:
justified?

7. Are purchases split into multipte transactions in order )
to circumvent transaction purchase limits? [JYes | I No |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the )
purchase? Yes | [JNo | [JN/A | Remarks:

PN
\__J 9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? K Yes | [INo | [JN/A | Remarks:

CHP 6800 (Rev. 09-08) OP1010
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STATE OF CALIFORNIA
/—C{EPARTMENT' OF CALIFORNIA HIGHWAY PATROL
'—<ONMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized .
and maintained? Yes | [ONo | [ N/A | Remarks:
11. Are credit invaices/receipts for returned items )
maintained with the bank statement? Yes | [JNo |[]N/a | Remarks:
12, Do non-itemized purchase receipts/invoices ‘
document the purchase by listing the commadity, RYes | [ONo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? )
) Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the )
commander? Yes | [[INo | []N/A | Remarks:
15. Have all cardholders received training on the R o ire T LT
Department's procurement processes? O Yes No | [JN/A h:s’“:e’eﬁpr;'i d:; t;ihi:;_ e
16. Are item(s) purchased with the Cal Card prohibited )
by departmental policy? [OYes | XINo | [JN/A | Remarks:

o

CHP 880D (Rav, 09-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

P. 007/020

Gommand: Dle.iorl: Chapter.

Susanville . Nopiiem &

Inspected by: Date:
10/29/08

OSSI Penny Mahenski

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the bianks as indicated. Enter the chapter
number of the inspection in the Chapter Inepection number, Under “Forward to:" enter the next leve! of command where the document
shall be routed fo and its due date, This document shall be utilized to document innovative practices, suggestions far statewide
improvement, identified deficiencies, comective action plans, and may be used ta appeal findings. A CHP 51 Memorandum may be used

additional space is required.

TYPE OF INSPECTION
[] Division Level Command Level

[[] Executive Office Level

X Torrective Action Plan Included

[] Appeal Included

[0 Attachments Included

Follow-up Required: FO“"’a_rd to:

SES [ No Due Date:

Commander’s Signature:

//V

Date:

/f-2/-8

Inspector's Commerits Rgarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

e Neither Cal Card holder has been proyidéd training on the Department’s procurement processes.

CHP 880A (Rev, 09-08) OPI1 010
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P. 0087020
STATE OF CALIFORNIA ’ . )
DERARTMENT OF CALIFORNIA HIGHWAY PATROL . Command: ] Division: .| Chapter:
COMMAND . INSPECTION PROGRAM Susanville Nohery - : o
EXCEPTIONS DOCUMENT ok " [Tamons:

| Commander's Response:

| Inspector’s Comments:

Corrective Action Plan/Timeline

The Susanville Area Automotive Technician and the Office Asmstant will receive Cal Card tramlng by the-
end of the First Quarter, 2009.

CHP BBQA (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
" DEPARTMENT OF CALIFORNIA HIGHWAY PATROL.

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

P, 0097020
Command: Division: Chapter:
Susanvilie Narthern 3
" Inspected by Date:
0SS! Penny Mahenski 10/28/08

o

tLInsa b AL AT oAy
RN

| Appeal Review/Decision: (This shall be the only leval of appeal).

I

Ieax Inspector’s Signature: : Date;
' YV\JOJ\\V\A.QJG/:_ 172020067,
Responding Cormnander's Signature (for appeal): Date:

CHF 680A (Rev. 09-08) OP| 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

WD

/D-3~0%
Page 10f3
Command: Division: Number:
Redding - 135 ‘
Evaluated by: Date:
Dorothy Romeo 10/30/08
Assisted by: Date:

o

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies: noted in:the‘inspections shall:be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall-include-any follow-up :and/or corrective action(s) taken, If this form is used as a Follow-up
inspection, the “Follow-up Inspection” box shall be ‘marked-and-only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level > Command Level

Lead Inspector’s Signature:

[[1 Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: _ - i
D Yes ( No [].Follow-up Inspection io /Zﬁ ’ oR

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are-participants in the procurement process at the

command level familiar with the related policies and Yes | [ONo |[JN/A | Remarks:
procedures for purchasing?
2- - Have Approvers/reviewers -of purchases received- .
procurement training? X Yes | [JNo | [JN/A | Remarks:
3. .Are.prohibited items procured on CHP 43, Purchases '
Requisitions? OYes | X No |[IN/A | Remarks:
» Supplies for personally — owned equipment
o Commodities for personal use
o Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, - .
prepared for commodity items obtainable from K Yes | [(ONo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, .
Purchase Requisition? Yes | [INo |[JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered ‘
consecutively, starting anew at the beginning of each | X Yes | [JNo |[JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods .
forwarded to the Assistant Commissioner, Staff, for Yes | [JNo |[JN/A | Remarks:
approval?

CHP 680C (Rev. 09-08) OP] 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals? X Yes | [INo |[JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes | [JNo | [JN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X Yes | [INo |[JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests ‘
that limit or restrict the purchase to one specific Yes | [INo | [IN/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests _
for items that interface with existing departmental X Yes | [ONo | CIN/A | Remarks:
equipment in compliance with SAM 3555.3?

13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective X Yes | (ONo | [JN/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and .
damage when delivered? X Yes | [INo |[JN/A | Remarks:

15, Is the “received copy" of the purchase order .
approved; dated, and forwarded to the Fiscal X Yes | [ONo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the _
received copy of the purchase order and sent to X Yes | [JNo |[JN/A | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as Yes | [JNo | [JN/A | Remarks:
acknowledgement that a portion of the order has
been received?.

18. Is the original "received copy" retained by the .
command for completion and forwarding to the FMS Yes | [ONo | [JN/A | Remarks:
when the -complete shipment is received?

19. Are Damaged items delivered by common carrier .
acknowledged on the freight bill by the carrier's driver | XX Yes | [INo | [JN/A | Remarks:

before being accepted?

CHP 680C (Rev. 09-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT ‘OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST ‘
Chapter 3, Command Procurements

Purchases

Page

30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by @ memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not

yet been prepared?

X Yes

[JNo

LI N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[J No

CINA

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

Yes

[JNo

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the

- purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

I No

CIN/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements.or to_circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

B No

C1N/A

Remarks:

CHP 6B0C {Rev. 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM 'E?eldctil?g - 135 -
INSPECTION CHECKLIST o "
Chapter'3, Command Procurements ,ngrgmg Romeo ggg ,28/08
X-Number Program ' '

Page 10f2

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via'the "Remarks” section. Additionally, such
discrepancies-and/or deficiencies shall be documented on-an:Exceptions Document:and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective ‘action(s) taken.

If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall’be marked and only deficient items need to'be re- lnspected

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level X Command Level g ] W’% M
[] Executive Office Level [J Voluntary Self-Inspection
Follow-up Reqwred L] Follow-up Inspection | Comr 7 Y\ylgna!ure Date:
[]Yes X No — ) CDFT. lﬁﬂ]()g
For applicable policy, refer to: HPM 11.1, Chapter 23
1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [JYes | XINo | [IN/A | Remarks:
2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? X Yes | [INo |[JN/A | Remarks:
3. DoX Nunﬁber.s ,re‘q,uirin.g aj contract (i.e., janitorial or .
landscaping) have prior approval from the Business XvYes | [ONo |[JN/A | Remarks:
Services Section commander?
4. Are X'Number requests made prior to the date the '
services are performed'? K Yes | [INo |[JN/A | Remarks:
5. Are X Numbers issued for.a one-time use? .
Yes D No D N/A Remarks:
6. Are prohibited services performed using an X _
Number? [OYes | XINo | [JN/A | Remarks:
7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? Yes | [[INo | [JN/A | Remarks:
8. Are X Numbers issued for telecommunications e Th iy
P! i , emarks: ese services dare
related sewlqes Pre-appthEd by [ Yes D) No L1 N/A covered under contracts through
Telecommunications Section? Telecommunications Section.
9. Do X Numbers used for facilities related services ‘
(such as roof repair, electrical) costing over $1,000 Yes | [INo | [JN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate Yes | [ONo | [JN/A | Remarks:
Assistant Commissioner?
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3,-Command Procurements

X-Number Program

Page 20f2

11. Do all X Numbers awarded to.a hon-small business

Remarks: Three vendors may not be

vendor contain three price guotations? ClYes | XINo | [CIN/A el oy
12. Do all X:Numbers awardedto a small-business
vendor contain the small business certification from | [ Yes | [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file-documentation cqntain the STD. 21
Drug ‘Free workplace cerfification for X Number Yes | [JNo |[JN/A | Remarks:
vendors?
14, Do emergency service X Numbers:document and
justify the emergency? X vYes | [INo |[JN/A | Remarks:
15. Is'the itemized invoice for-each X Number service ,
maintained in the command's files? X]Yes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA ;
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Redding - 135 —
INSEEC TION GHECKLIST Dorothy Romeo 10/28/08
Chapter 3, Command Procurements Assistod by Date:
Contracts

Page 10f4

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill-in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commerited on via the ‘Remarks” section. Additionally, such
discrepancies and/or-deficiencies shall'be documented onan Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken, If this form is used as a Follow-up
Inspection, the “Follow-up Inspection" box shall be marked and only deficient items need to be re-inspected.

rTYPE OF INSPECTION

Lead Inspector's Signature;

[] Division Level X Command Level W /egyy\_@o—

[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: L] Follow-up Inspection | Commander's, Signature: Date:
]Yes No Ko | AT IQ/So /og

For applicable policy, refer to: HPM 11.1, Chapter 22

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

1. 1s a'CHP 78 Contract Request used to initiate all '
service contracts which are repetitive, regardless of | [ Yes | [JNo | [JN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time e i S B

. H ‘ R -Remarks; I'nese are requested from
services exceeding $4,999.997 [(JvYes | CONo | XIN/A DI 2incss Saias SZion
3 Is the Office of Primary Interest (OPI) tracking - i

numbering beginning with the requesting command | [ Yes | [ No N/A 5;?aétss"inlz'sss'ipvz‘i‘ggs'eget":’;iéﬁe
three-digit location code used, followed by "CP" for '
contract payable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? Yes | [JNo | [JN/A | Remarks:

5. Are all copies of correspondence with the vendor '
maintained? Yes | [INo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained '
which outline any problems related to substandard or | X Yes | [ No | [JN/A UL
non-performance of the vendor?

7. s the final product to be delivered described _
specifically and in as much detail as possible in the X Yes | [INo |[JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, '
including the required documentation and approvals | X Yes | [INo | (] N/A | Remarks:
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 2 of4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing? '

Yes

[INo

I N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[INo

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g:, review
progress reports and interim products)?

X Yes

] No

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

[ No

LIN/A

Remarks:

13. Are contract expenditures moriitored to-ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

I No

LI N/A

Remarks:

- 14. Does the requestor-verify the-contractor-has-fulfilled-
all requirements of the contract before approving the
final invoice?

T

X Yes

[JNo

CIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate:and forwarded to Fiscal Management
Section for payment?

X Yes

[ No

[1N/A

Remarks:

16. Are all applicable form sections of the CHP 78
' completed?

X Yes

] No

L1 N/A

Remarks:

17. Do:emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

Yes

] No

[IN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

[ No

[LIN/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

[]Yes

[JNo

N/A

Remarks: Handled at the
Headquarters level, by Business
Services Section.

20. Are contract amendment request dollar amounts
increased more than 30%7

[JYes

[1No

X N/A

Remarks: Same as above,
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 3of4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request B matks: Tiaried 0
. N ] emarks. rnandie e
more than one year? D Yes I:I No N/A Headquarters level by Business
Services Section.

22, Are.amendments requested before the expiration of L
the original contract? [JYes | [JNo | XIN/A | Remarks: Same as above.

23. Is a service-confract-on a CHP 78, Contract Request o _
initiated for-any commercial meeting/conference ‘OyYes | CONo | XIN/A I‘zsga’ks' EGesIret ARplyat e AEE
room rental which is expected to exceed $4,999.99 in '
total cost?

24. Do conference room rental costs exceeding the $500 '
per day limit have pre-approval from Assistant [JYes | [JNo |[XIN/A | Remarks: Same as above,
Comimissioner, Staff?

25. Are California Department of Justice (DOJ) and . , )
Federal Bureau of Investigation (FBI) fingerprint KYes | [INo |[JN/A | Remarks: %'giiggm";ao'ﬁﬁj:ﬁfoﬂi‘;ﬁy I8
checks and driver license checks conducted for all of services c{,ntract,
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
-~ -~ ={3)yInstructor Services:(onzsite) - -~ — -~ - =
(4) Janitorial.Services
(5) Consulting Services

26. Is a driver license check conducted for, but not cormihes: Refihomrea hasiet had

limited to, all of the following types of ‘agreements, if | []Yes | [INo | XIN/A | FETe0 §'forfms'?ygpe Al oghly

the contractor-and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alam and Fire Alarm Monitoring

(2) Camera.Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Malntenance and Repair
(19)Uriinterruptible Power Supply Maintenance and Repair

agreement to date.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION ‘CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract numberfor retention after
Commander review?’

X Yes

I No

CIN/A

Remarks:

28,

s CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i-e., adverse driver license
and/or criminal history mformatlon is received
regarding the: contractor or the contractor s
personnel)?

X Yes

[1No

LIN/A

Remarks:

29.

Are all invoices, -records, and relevant docum.'entation
maintained for three:years after the final payment of
thé;cohtrac't? ‘ ’

X Yes

[INo

L1 N/A

Remarks;

30.

s a-log sheet maintained for a diary of activities
related to the contract?

[ Yes

[1No

X N/A

Remarks:

31.

Is a computer file prepared for all contracts
admiinistered?

[]Yes

I No

X N/A

Remarks:

32.

Is a:spreadsheet prepared listing-all expenditures?

_[Yes.

] No

XINA |

Remarks:

33.

s the notification to the contractor documented for
the start date for services to begin?

[]Yes

] No

X N/A

Remarks:

34,

s the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[]Yes

I No

N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and @ schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[Yes

] No

DI N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[1Yes

1 No

XI N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

1 No

LI N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 «a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

X Yes

[T No

CIN/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09) '

[]Yes

X No

CIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Command: Division: Number;

COMMAND INSPECTION PROGRAM | Rt 45

INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3,:=Command-Procurements ‘Dorothy Romeo 10/28/08
Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on viathe "Remarks” section, Additionally, such
discrepancies.and/or deficiencies. shall be-documented on an Exceptions Document-and addressed to- the next level of command.
Furthermore, the Exceptions Document shall include any follow-up:and/or corrective action(s)taken. [fthis form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items .need to be re- inspected.

TYPE OF INSPECTION :iead Inspector's Signature:

[] Division Level X] Command Level ‘Q{ﬂ/@ IQfVJ’lLO'

[[] Executive Office Level [ Voluntary Self-inspection
Follow-up Required: [I'Follow-up Inspection andef's Sjgnature: Date:
[JYes  [XINo (/- | CPPT lo/2, /0%

Eqr’japp_licable pdliCy, refer to: HPM 11.2, Chapter 3

1. -Are-all employees-associdted with the-use of the Cal-
Card program completing the CHP 78S, Conflict of M Yes | [INo |[JN/A | Remarks:

Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for XK Yes | [ONo |[JN/A | Remarks:

each vendor utilized?

3. Are STD: 204 Payee Data Record forms. maintained .
in the ‘Cal‘Card command file for each vendor Yes | [INo | [JN/A | Remarks:
utilized?
4. Are California Integrated Waste Management Board R e Thiells hanfion &6
5 i H vy emarks: IS Is nandiea a e
E’gl:;?agj documents maintained for each vendor [(JYes | [No | XIN/A Hoadquarters level

b If the vendor is a.small business or DVBE is utilized,

is the certification letter'from the Department of X Yes | [(ONo | [JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and .
reasonable method documented and properly X Yes | [ONo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [OYes | X No | []N/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the '
purchase? X Yes | [INo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? XYes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page

20f2

10. Is the CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

] No

LIN/A

Remarks:

11. Are creditinvoices/receipts for returned items
maintained with the bank statement?

X Yes

[JNo

LIN/A

Remarks:

12. Do non-itemized purchase receipts/invoices
documentthe: purchase by listing the commodity,
quantity,-and unit. price of the ltem( ) purchased on
the bank statement.

X Yes

1 No

CIN/A

Remarks:

13. Are Cal Cards maintained in a secure area?

X Yes

I No

LIN/A

Remarks:

14. Are Cal-Card purchases pre-approved by the
commander?

X Yes

] No

LIN/A

Remarks:

- 15. Have:all cardholders received training on the
Department's procurement processes'?

X Yes

CJNo

I N/A

Remarks:

' 16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

[] Yes

X No

CIN/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Reddirlg_ Northern 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT 0SSl Dorothy Romeo 10/30/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Inciuded
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [] Attachments Included
o Forward to: Commander's Signature: Date:
Follow-up Required: Northern Division
=c|o

[1Yes B3 No Due Date;

Inspector's Comments Regarding Innovative Practices:

Area conducts a weekly audit of the petty cash. The audit is performed by an office assistant with a
separation of duties from the petty cash custodian. Additionally, Area maintains a log in the petty cash
box tracking the person, date, amount, purpose and vendor. The tracking log is updated when the

return receipt is accepted.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector's Findings:

Area Command Procurement practices were found to be in compliance with the inspection
checklist/departmental policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Redding Northern 3

Inspected by: Date:

0SSl Dorothy Romeo 10/30/2008

[ Commander's Response:

| Inspector's Comments:

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:
Redding Northern 3

Inspected by: Date:

OSSI Dorothy Romeo 10/30/2008

Commander’s Basis for Appeal.

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead 1n§p_’_éc_:gg_r‘.s signature:

LYo, (it

Dale:/é) /3 ’ /5) 5/

Responding Comnfander’s Signature (for appeal):

Date:
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CHP MOUNT SHASTA

PAGE _B2/84
-7 g -~ P

Vs
Page 10f3
STATE OF CALIFORNIA Command: Divigion: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL gﬂvg:-:l’;;‘e?gjsm Northern 198,
COMMAND INSPECTION PROGRAM | 50"} Mezzaro 1010572008
INSPECTION CHECKLIST Aselstad by: ?8%7/2008
Chapter 3, Command Procurements J. Decker

Purchases

INSTRUCTIONS: Answer individual items with “Yes® or “No” answers, or fill in the blanks as indicated. Any dislcrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section, Additionally, such
discrepancies and/or deficiencies shall bs documented on an Exceptions Document anq addressed to the next Ie_\rel of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) tak?n. If this form i5 used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

LA
TYPE OF INSPECTION
[ Division |Level

—_—

& Command Level

Lead Inspactor's Signature:

[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: _ Sovasidane pate: .
] Yes No [ Follow-up Inspection Al — OF
For applicable policy, refer to: HPM 11.2, Chapter 7
1. Are participants in the procurement process at the -
command level familiar with the related policies and | X Yes | [ No | []N/A .
pracedures for purchasing?
2, Have Approvers/reviewers of purchases received Remarks:
procurement training? Yes | [[JNo | [ N/A | nemancs:
3. Are prohibited items procured on CHP 43, Purchases )
Requisitions? [JYes | DINo | [JN/A | Remarks:
e Supplies for personally — owned equipmeant
e Commodities for personal use
¢ Confirming order
s Purchases via the internet
4. Are separate CHP 43z, Purchase Requisitions, -
prepared for commodity tems obtainable from X Yes | [INo |[JN/A | Remarks:
different suppliers or from different statewide
commadity contracts?
5. s all required information entered on the CHP 43, _
Purchase Requisition? Yes | [ONo | [ N/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered _
consecutively, starting anew at the beginning of each Yes | [INo | [JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods y
forwarded to the Assistant Commissioner, Staff, for Yes | O No | [JN/A | Remarks: Thru Northern Division

approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY FATRCL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

CHP MOUNT SHASTA

PAGE @3/84

Page 10of2
Command: Division; Number;
Mount Shasta Noerthern 146
Evaluated by Date:
| Sgt. M. Mezzano 10/05/2008
Assisted by: Date:
J. Decker 10/06/2003

INSTRUCTIONS: Answer individual items with “Yes” or “N¢" answers, or fill in the blanks as indicated. Any discrapancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section, Additionally, such
discrepancies and/or deficlencles shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptlons Document shall include any follow-up and/or corrective action(s) taken. If this form is used as & Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Sighaturs:
[ Division Level ™ Command Level!
ive Office Level Voluntary Self-inspection m___

[1 Executive Vi O - ry p ?_}_% -

Follow-up Required: Follow-up [nspection | Commapdcggpnature; - g

' -— ~ 0

[IYes X No — Vs kbt d
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employaes associated with the use of the Cal- }
Card program completing the CHP 78S, Conflictof | [ Yes | [ No | [J N/a | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for X Yes | CINo | [N/ | Remarks:
each vendor ufilized?

3. Are STD. 204 Payee Data Record forms maintained ]
in the Cal Card command file for each vendor X Yes | [INo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board '
Form 74 documents maintained for each vendor Yes | [INo | [JN/A | Remarks:
utilized?

5. If the vendor is & small business or DVBE is utilized, ,
is the certification letter from the Department of X Yes | [ONo | [JN/A | Remarks:
General Sarvices maintained in the fila?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly 'R Yes | [INo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? [dYes | EINo | [JN/A | Remarke:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes O No O N/A Remarks:

9. Are bank statements reconciled with the CHP 317 ’

Cal Card Log and the receipts/invoices? R Yes | [ONo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

CHP MOUNT SHASTA PAGE B4/04
Page 10f2

Command: Division: Nurnber:

Mount Shasta Northern 146

Evaluated by: Date:
| Sgt. M. Mezzano 10/05/2008

Assisted hy: Data:

J. Decker 10/07/2008

INSTRUCTIONS: Answer individual ltems with “Yes" or “No™ answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancles and/or deficiencies shall be documented on an Exceptions Document and addrassed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE QF INSPECTION Lead Inspéctor's Signature:
[ Dlvision Level Xl Command Level
] Executive Office Level (] Voluntary Self-Inspection Q\
FO”OW-Up Required- D Follow-up |nspecti°n Commander’ nature; Date:
[]Yes X No /oo 5
For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? CYes | MNo | JNA | Remarks:

2. Does all X Number file documentation contain the )

STD. 204 Payee Data Record? KYes | [INo |[IN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or )
landscaping) have prier approval from the Business | K Yes | [JNo | [J N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? XK Yes | [ONo | [JN/A | Remarks:

5. Are X Numbers issued for a one-tima use?

XIves | [ONo | [CJN/A | Remarks:

6. Are prohibited services performed using an X
Number? [COYes | XINo |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? Yes | [ONo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by Yes | [INo | [JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) casting aver $1,000 K Yes | [ONo | [JN/A | Remarks:
have prior approval from Facilities Sectian?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate R Yes | CONo N/A | Remarkes:
Assistant Commissionar? l

CHF BB0E {Rev. 09.08) OP| 010




State of Talifornia Business, Transportation and Housing Agency

Memorandum

Date: November 18, 2008
To: Northern Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Mount Shasta Area
File No.: 146.9603.10584
Subject: CHAPTER 3, COMMAND PROCUREMENT AUDIT EXCEPTIONS

During the recent Chapter 3, Command Procurements Purchases audit it was discovered that area
personnel were not completing a CHP 315, Price Comparison Worksheet in accordance with
Highway Patrol Manual, 11.2, specifically Chapter 7.

All personnel involved in departmental purchases have been trained on this policy and will
comply with same as required when making future purchases.

The CHP 680C Command Inspection Program Inspection Checklist has been corrected to reflect
the exception identified and corrective action taken.

=

J. R. LEE, Lieutenant
Commander

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OP1 076



E:I 1/18/2008) Mark Mezzano - Fwd: Chapter 3 Inspection Page 1|

From: Jeff Lee

To: Mark Mezzano

Date: 11/17/2008 1:41 PM
Subject: Fwd: Chapter 3 Inspection

>>> Dave Hahn 11/17/2008 11:45 AM >>>

Jeff/Mark: Per HPM 11.1, Page 7-22, a CHP 315 - Price Comparison Worksheet, is required for all purchases of less than $5000.00.
I will change your answers from "N/A" to "No." Please do the same with your copies, and send me an Exceptions Document by the
end of this week stating that you have implemented use of the form.

Mark: For the Purchases Inspaction, please add to your Exceptions Document that you will receive procurement training no later
than the end of the first quarter of 2009.

Thanks.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
- EXCEPTIONS DOCUMENT

Command:

Mount Shasta

Division:
Northern

Chapter:
3

Inspected by:

Sgt. M. Mezzano

Date:

10/05/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

" numberof the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

] Division Level Command Level

(] Executive Office Level

[} Corrective Action Plan Included

[] Appeal Included

X Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Due Date:

Commander's Signature:
4

/'/‘I -

Inspector's Comments Regarding Innovative Practices:

Ao

| Command Suggestions for Statewide Improvement:

O o TS

| Inspector’s Findings:

Area personnel were not completing the CHP 315 Price Comparison Worksheet when making

purchases.

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command: Division: Chapter:
Mount Shasta | Nothemn B

Inspected by: Date:

Sgt. Mezzano 10/05/2008

| Commander's Response:

Area policy has been changed to ensure departmental policy is adhered to.

| Inspector's Comments:

Commander's actions are approprate.

Corrective Action Plan/Timeline

Area personnel responsible for purchasing were advised of the requirement to complete a CHP 315

Price Comparison Worksheet when required.

CHP 680A (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division:; Chapter:
EXCEPTIONS DOCUMENT Mount Shasta | Netthem 3
Inspected by: Date:
. Page 3 Sgt. Mezzano 10/05/2008

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

=

Lead Inspector's Signature;, / Date:
= / —2 -, Y
‘ P
Responding,Cefrtharider's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Mount Shasta | Northern 14
INSPECTION CHECKLIST Sgt. M. Mezzano 10/06/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts J. Decker 10/07/2008

Page 10f4

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Faliow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

] Division Level Xl Command Level
[] Executive Office Level [ Voluntary Self-Inspection Q{-KM O
Follow-up Required: (1 Follow-up Inspection

[]Yes X No

Commander's Sig _iure: y Date:
//‘/ S_’:‘..
7/ // (o

For applicable policy, refer to: HPM 11.1, Chapter 22

7 -

1. Is a CHP 78 Contract Request used to initiate all . ,
service contracts which are repetitive, regardless of | [JYes | [JNo /A [| Remeanks: Feadquaners Function
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _ ,
services exceeding $4,999.997 [dYes | [JNo |[XIN/A | Remarks: Headquarters Function

3. Is the Office of Primary Interest (OPI) tracking . ,
numbering beginning with the requesting command [(JYes | [INo f/A || BEmaTS: HESURUSRERS Finction
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored .
and documented? X Yes | [ONo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? Yes | [JNo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained )
which outline any problems related to substandard or Yes | [INo | []N/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described _
specifically and in as much detail as possible in the Yes | [ONo | [JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, _ )

including the required documentation and approvals | [1Yes | [INo | [X N/A | Remarks: Headquarters Function

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

CHP 880F (Rev, 09-08) OF1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 2 of4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

1 No

IN/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

I No

LIN/A

Remarks:

1.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

INo

CINA

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

] No

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

] Yes

] No

XI N/A

Remarks: Headquarters Function

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

[1No

LIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

I No

CIN/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[] Yes

] No

D<] N/A

Remarks: Headquarters Function

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

] No

LIN/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[ Yes

I No

N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

& Yes

I No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%7?

] Yes

] No

X N/A

Remarks: Headquarters Function

CHP 680F (Rev. 09-08) OP1010




Page 3of4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

21. Is the length of the contract amendment request . ,
more than one year? ] Yes ] No X N/A Remarks: Headquariers Function

22. Are amendments requested before the expiration of

the original contract? [JYes | [INo | X N/A | Remarks: Headquarters Function

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference dYes | [INo | X NA
room rental which is expected to exceed $4,999.99 in
total cost?

Remarks: Headquarters Function

24. Do conference room rental costs exceeding the $500 _
per day limit have pre-approval from Assistant K Yes | [ONo |[JN/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint [JYes | [INo
checks and driver license checks conducted for all of
the following types of agreements:

& N/A Remarks: Headquarters Function

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | []Yes | [ No
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

& N/A Remarks: Headquarters Function

(1) Alam and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

{19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Confracts

Page 4 of 4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

] Yes

[1No

X N/A

Remarks: Headquarters Function

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes

I No

CIN/A

Remarks:

20.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

I No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[ No

LINA

Remarks: Sign-in Sheet

31.

Is a computer file prepared for all contracts
administered?

[ Yes

I No

X N/A

Remarks: Headquarters Function

32.

Is a spreadsheet prepared listing all expenditures?

[ Yes

] No

X N/A

Remarks: Headquarters Function

33.

Is the notification fo the contractor documented for
the start date for services to begin?

[ Yes

] No

XI N/A

Remarks: Headquarters Function

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

] Yes

I No

X N/A

Remarks: Headquarters Function

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[ Yes

] Noe

X N/A

Remarks: Headquarters Function

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[] Yes

1 No

X N/A

Remarks: Headquarters Function

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[] No

LI N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

] Yes

[1No

N/A

Remarks: Headquarters Function

30.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

] Yes

X No

C1N/A

Remarks:

CHP 880F (Rev, 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Page 10f2

COMMAND INSPECTION PROGRAM | ;oS o | Nt .
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements fgﬁ- thlj- bMezzano 2)0{05/2008
- ssisted by: ate:
GakGard EregreEmm J. Decker 10/06/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Foliow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level X Command Level
[] Executive Office Level [] Voluntary Self-Inspection e
Follow-up Required: | LJ Follow-up Inspection =

[ ]Yes X No

=

For applicable policy, refer to. HPM 11.2, Chapter 3

CW
=

1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for X Yes | [JNo |[IN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor X Yes | [ONo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor X Yes | [ONo |[JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of Yes | [JNo |[IN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonabile is utilized, is the fair and _
reasonable method documented and properly X Yes | [ONo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [(JYes | XINo |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? Xl Yes | [INo | [IN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? K Yes | [ONo |[JN/A | Remarks:

CHP 680D (Rev. 09-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page

20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [JNo | JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? Yes | [INo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, X Yes | [INo |[IN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
X Yes | [ONo [[JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the ]
commander? X Yes | [ONo |[JN/A | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? K Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [JYes | X No | [IN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | MountShasta | Northern o
INSPECTION CHECKLIST Sgt. M. Mezzano 10/05/2008
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program J. Decker 10/07/2008

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

] Division Level X Command Level : {
] Executive Office Level ] Voluntary Self-Inspection W‘E\
S\ <
Follow-up Required: [_] Follow-up Inspection Date:

[]Yes ™ No

[/ -0~

For applicable policy, refer to: HPM 11.1, Chapter 23

Wﬂamm:

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [JYes | XINo |[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [INo |[JN/A | Remarks:

3. Do X Numbers requiring a contract {i.e., janitorial or ‘
landscaping) have prior approval from the Business | [ Yes | [JNo | (] N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? _

[ Yes | [INo | [JN/A | Remerks:

6. Are prohibited services performed using an X _
Number? [OvYes | X No |[JN/A |Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X Yes | [INo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by XYes | [JNo |[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services .
(such as roof repair, electrical) costing over $1,000 X Yes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate Yes | [JNo | [XIN/A | Remarks:

Assistant Commissioner?

CHP 680E (Rev. 05-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page

20f2

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations?

X Yes

1 No

[ N/A

Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes

1 No

LINA

Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes

] No

LIN/A

Remarks:

14. Do emergency service X Numbers document and
justify the emergency?

X Yes

[INo

LI N/A

Remarks:

15. |Is the itemized invoice for each X Number service
maintained in the command’s files?

X Yes

I No

LINA

Remarks:

CHP 680E (Rev. 03-08) OPI 010




Page 10f3
Command: Division: Number:
o IFORN
SEQI\E{TI\:EC@L OF CAKI\FORNIA HIGHWAY PATROL Humboldt Area | Northern .
COMMAND INSPECTION PROGRAM T ae
: 10/06/08

INSPECTION CHECKLIST 2ot " Rosendahl 1o/
Chapter 3, Command Procurements 0SS! Kimberly Holland 10/06/08
Purchases

INSTRUCTIONS: Answer individual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
(] Division Level X Command Level

[[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

P

Follow—up Required: Commandes's Signature: Date:
D Yes X No [J Follow-up Inspection %M/% ’/ﬂ— 9 L

For applicable policy, refer to: HPM 11.2, Chapter 7

1.

Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes | [ONo |[JNA

Remarks:

Have Approvers/reviewers of purchases received
procurement training?

Yes | [JNo | [JNA

Remarks: Only the OSSI.

Are prohibited items procured on CHP 43, Purchases
Regquisitions?

» Supplies for personally — owned equipment
e Commodities for personal use

»  Confirming order

Purchases via the internet

L] Yes No | [JN/A

Remarks:

Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

JYes | INo |[JNA

Remarks:

Is all required information entered on the CHP 43,
Purchase Requisition?

X Yes | [JNo |[JNA

Remarks:

Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

[]Yes No | [JN/A

Remarks: One 43 was lisfiled on
each fiscal year binder. This has
been corrected.

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes | [ONo | [JNA

Remarks: Via Division

CHP 680C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 20f3

Do specialized items purchased contain the
appropriate Division, and/or OP! approvals?

Yes

I No

CIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

[JYes

[ No

N/A

Remarks: If applicabie.

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[] Yes

X No

[T N/A

Remarks: No 43s on file which
required competitive bid.

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

] Yes

] No

X N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

] Yes

I No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

] Yes

[ No

B N/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

Yes

O No

LI N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Yes

I No

LI N/A

Remarks: Whenever possible.

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

[JYes

X No

LI N/A

Remarks; Clerical advised of this
requirement.

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

[]Yes

X] No

CJNA

Remarks: Clerical apprised of this
requirement for future.

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

] No

LI N/A

Remarks:

18.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

Yes

CJ No

LI N/A

Remarks:

CHP 680C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by @ memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[JYes

] No

N/A

Remarks:

271. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time, (SAM 8422.0)

Yes

[ No

LIN/A

Remarks: As needed, i.e. Office
Depot.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. It, Ch. 11, Topic 4)

X Yes

] No

I N/A

Remarks:

23. Are decisions documented to create a paper tralil
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch, 2, Topic 11)

X Yes

J No

CIN/A

Remarks: e.g. Staff meeting minutes

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X No

LI N/A

Remarks:
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STATE OF GALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number.
COMMAND INSPECTION PROGRAM EHUImtbftl)dT Northern —
INSPECTION CHECKLIST Al p
Chapter 3, Command Procurements Z;i;eligﬁendahl ;;?3/08
X-Number Program Kimberly Holland 11/03/08

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shalt be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

(TYPE OF INSPECTION Lead Inspector's Signature:
[ Division Level X Command Level
P 4
Executive Office Level [ Voluntary Self-Inspection / . o
D ry p f"’/)/{%"fu’.{- é{,«/
FO”OW-Up ReqUired: O Follow-up Inspection Commander's-Bignature: Date:

[ ]Yes X No A //7',42_-,,',7,/ A J) - o

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [ Yes No | [J N/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [ONo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business Yes | [JNo |[JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? Yes | [JNo | [JN/A | Remarks:

5.  Are X Numbers issued for a one-time use?

E Yes D No D N/A Remarks:
6. Are prohibited services performed using an X .
Number? JYes | XINo | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X Yes | [JNo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by XK Yes | [JNo |[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 X Yes | [JNo |[]N/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate Yes | TONo |[[X N/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? [JYes | [ONo | X N/A | Remarks:All small businesses

12. Do all X Numbers awarded to a small business '
vendor contain the small business certification from K Yes | [ONo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 ‘
Drug Free workplace certification for X Number K Yes | ONo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and '
justify the emergency? Yes | [JNo | [JN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command's files? X Yes | [JNo | [JN/A | Remarks:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Northern Number:
COMMAND INSPECTION PROGRAM EHV:EESS’[ -—
INSPECTION CHECKLIST HJ Rosendahl 11/03/2008
Chapter 3, Command Procurements Assisted by: e
Contracts

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the bianks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector’s Signature:
[] Division Level Command Level
[] Executive Office Level [] Voluntary Self-Inspection /7/47571& M@/// //M/
FO”OW—Up Required: [l Follow-up Inspection Commandegs Signature: Date:
[ ]Yes X No //%ﬁ{/,;//}/// % i

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all '
service contracts which are repetitive, regardless of | [JYes | [JNo | [X] N/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time ,
services exceeding $4,999.99? CYes | [ONo | X NA | Remarks:

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command CJYes | ONo | [XN/a | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. s the performance of contract services monitored _
and documented? (Yes | [ONo | X N/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? CJYes | [INo N/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [JYes | [INo |[X N/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described ,
specifically and in as much detail as possible inthe | [(JYes | [INo | [X N/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [JYes | [JNo | [X N/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

2 of 4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

] No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

] Yes

J No

X N/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

[ vYes

O No

X N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

[JYes

O No

X N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

] Yes

[ No

X N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

O] Yes

I No

D N/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

] Yes

] No

X N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

[ Yes

[J No

< N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[ Yes

1 No

X N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

] Yes

[JNo

X N/A

Remarks:

19. Are problems concerning the contractor’'s
performance fully documented in writing and made a
part of the contract manager's contract file?

] Yes

] No

X N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%?

[J Yes

] No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

-

21.

Is the length of the contract amendment request
more than one year?

[] Yes

[J No

X N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

[]Yes

[ No

X N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[JYes

[J No

X N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

] No

B N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

Yes

[ No

LIN/A

Remarks: 125 only has one
Janitorial service. The actual contract
was set up through HQ.

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

] No

LIN/A

Remarks: When appropriate.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 4 of 4

27. Are all driver license and fingerprint information

i - Remarks: This would only apply to
folrwarded to Contract Services Unit (CSU), along KvYes | [INo |[INA the [anitorial Contract,
with the contract number for retention after
Commander review?
28. |s CSU advised by the command to determine if Remarks: Thi A
H H H H emarks: 1S wou e e
adverse information discovered is grounds for Yes | [JNo | [IN/A S erse Mommatlon was dicoysmed
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?
29. Are all invoices, records, and relevant documentation R s aieniio e
H H 3 emarks. invoices ar )
[n:lggar:?;itf;)r three years after the final paymentof | [JYes | [JNo | XIN/A AR
30. Is a log sheet maintained for a diary of activities '
related to the contract? [JYes | [INo | [XIN/A | Remarks:
31. Is a computer file prepared for all contracts .
administered? [JYes | [JNo | X N/A | Remarks:
32. Is a spreadsheet prepared listing all expenditures? _
D Yes D No & N/A Remarks:
33. Is the notification to the contractor documented for R
the start date for services to begin? JYes | [JNo N/A | Remarks: Notified by HQ
34. Is the contractor contacted to determine if all invoices _
have been received in order to oversee the [JYes | [INo |[XIN/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more _
contain detailed performance criteria and a schedule | [JYes | [INo | [XI N/A | Remarks:
for performance? (SCM Val. |, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor .
Evaluation form for consultant contracts? [JYes | [INo |[XIN/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the '
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [JYes | [JNo |[XIN/A | Remarks:
38. Are the requirements for Government Code Section .
19130 (a) or (b) documented and justified for OYes | OONo | XIN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final ‘
approval and execution of the contract? (SCM Vol. I, | (JYes | [INo | [X N/A | Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . — ,
COMMAND INSPECTION PROGRAM | /T0%° Northern mber
INSPECTION CHECKLIST Evaluated by: T
Chapter 3, Command Procurements Kimberly Holland OSSI 11/10/08
Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. !f this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level

[] Executive Office Level [ Voluntary Self-Inspection M’V’M /W"-ﬂ/{'
Fo“ow_up Requ"'ed D Fo”ow-up Inspection Commandep Signatufe: Date:

[]Yes X No s M A AP OF

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- ‘
Card program completing the CHP 78S, Conflict of Yes | [ONo | [ON/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications '
maintained within the Cal Card command file for KvYes | [ONo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor K Yes | [JNo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board '
Form 74 documents maintained for each vendor Yes | [JNo | [JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [INo |[JNA | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and .
reasonable method documented and properly XK vYes | [JNo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [JYes | X No |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fuily describe the _
purchase? X VYes | [JNo | [JNA Remarks:

9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X Yes | [ONo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? K Yes | [ONo | [JN/a | Remarks:
11. Are credit invoices/receipts for returned items '
maintained with the bank statement? X Yes | [JNo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, XYes | [ONo | JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
@ Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the ,
commander? K Yes | [JNo | [JN/A | Remarks:
15. Have all cardholders received training on the Remarks: ReDs & ARMS training
1 e .
Department's procurement processes? CYes | XINo | [ONA e chaduledlior lateie.
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [JYes | XINo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: | Division: [ Chapter
Humboldt Area | Northern | Three
Inspected by: Date:
Sergeant Hal Rosendahl 11/03/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level X Command Level

[] Executive Office Level

[] Corrective Action Plan Included

[] Appeal Included
[ 1 Attachments Included

| Forward to:
Northern Division

Follow-up Required:

[ ] Yes

X No | Due Date: 2/20/2009

Inspector's Comments Regarding Innovative Practices:

| Commander's Signature

(L

A G

Chapter Inspection: Chapter Three - Command Procurements, Contracts, X-numbers, Purchases, Cal-Card

Date

Zf(i’{(o‘\

Humboldt Area has not implemented any innovative practices warranting departmental consideration.
Our supervisory staff is encouraged to evaluate methods which would improve command procurement

procedures and accountability.

[ Command Suggestions for Statewide Improvement:

Humboldt Area has no suggestions for Statewide improvement.

| Inspector’'s Findings:

Sergeant Hal Rosendahl was the primary inspector and OSSI Kimberly Holland assisted with completion
of these inspections. They both share in responsibility and oversight of command procurements and
have a genuine concern for ensuring related policies and procedures are followed,
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Humboldt Area | Northern Three
inspected by: Date:
Sergeant Hal Rosendahl 11/03/2008

Page 2

E@Ibmman_der's Response:

See inspector's findings

[ Inspector's Comments:

See inspector's findings

equired Action: None required

Corrective Action Plan/Timeline J
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command Division: [ Chapter

Humboldt Area | Northern | Three ‘
| Inspected by Date:
| Sergeant Hal Rosendahl 11/03/2008 }

Page 3

' Appeal Process:. (Appeals shall be filed within five (5) business days of the completed chapter inspection).

| Commander’s Basis for Appeal: |

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

:'_:L"'c?ad\ljlp/eitor- § Signalure, G?;i’f- “Date /
““L—-r) i %/VL/VW-_._— B D'Ll (& 109 .
ale

Responding Commander's Signature (for appeal)

CHP 680A (Revy 09-08) OPI 010



STATE « = CALIFORNIA Command: Division: Chapter:
DEPART\ INT OF CALIFORNIA HIGHWAY PATROL :?1‘;:2’;:'; %r;de .. F.__ | Northern %ate-
COMMAND INSPECTION PROGRAM Sgt. S. Marmont, #10738 03-26-2009
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Pian Included

[C] Division Level Command Level [ Appeal Included

[] Executive Office Level [J Attachmpents Inclgded

N Forward to: Commanger's Signgture; Date:
Follow-up Required: " Northern
[ Ves No Due Date: __ 04-10-2009 . 3 0?7 0}2

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings: ]

The inspector findings indicate that the Dunsmuir Grade Inspection Facility is in compliance with
Departmental policies and procedures.

CHP 680A (Rev. 09-08) OP}| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM M o B Chapter

EXCEPTIONS DOCUMENT Inspected by: — Date:

B ) Sgt. S. Marmont, #10738 03-26-2009
age

| Commander’s Response: \

The Dunsmuir Grade Inspection Facility is in compliance with Departmental policies and procedures.

| Inspector's Comments:

None.

Required Acti'n

Corrective Action Plan/Timeline

None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:
Dunsmuir Grade |. F, Northern 3

Inspected by: Date:

Sgt. S. Marmont 03-26-2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed. chapter inspection).

Commander's Basis for Appeal:

\ Appeal Review/Decision: (This shall be the only level of appeal).

v/

Lead/(;p?/s Sag ture:
7
A /ﬁ ,,,-,f

=4

Fies;;o Cémmander’s Signature (for appeal):
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10of4

Command: Division: Number:;
Dunsmuir Grade |. F. Northern 147

Evaluated by: Date:

S. Marmont 03-26-2009
Assisted by: Date:

Contracts

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.

If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level Command Level
"] Executive Office Level ] Voluntary Self-Inspection
) il Py /7 POV
Follow-up Required: (] Follow-up inspection

[]Yes X No

r/nyl 74(ature
%ﬁ

S22/ 0F

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all R S ah t
s H B emarks: IS comman as no
service contracts which ar;e repetitive, regardless of Clvyes | [INo | XIN/A i S, e (a——
the estimated doliar value issued by Facilities Section.
2. Isa CHP 78 Contract Request used for one-time .
services exceeding $4,999.99? [JYes | [INo | [X]N/A | Remarks: See above remark.
3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command [JYes | [INo |[XIN/A | Remarks: See remark under #1.
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787
4. |s the performance of contract services monitored _
and documented? K Yes | [ONo |[[JN/A | Remarks:
5. Are all copies of correspondence with the vendor .
maintained? K Yes | [ONo |[JNA | Remarks:
6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | [X] Yes | [INo | [JN/A | Remarks:
non-performance of the vendor?
7. s the final product to be delivered described _
specifically and in as much detail as possible in the X Yes | [ONo |[]N/A | Remarks:
CHP 78?2
8. Are all required levels of approval/signature obtained, _
including the required documentation and approvals | X Yes | [ No | [JN/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

(] Yes

] No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

I No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[ No

LIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

1 No

LIN/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

Yes

] No

LIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilied
all requirements of the contract before approving the
final invoice?

X Yes

1 No

LIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

] No

LIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

X Yes

1 No

L] N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

1 No

CIN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

] No

LIN/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

™ Yes

[ 1 No

LI N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%?

(] Yes

[ No

B N/A

Remarks: No contract amendments
requested.
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Contracts

21. Is the length of the contract amendment request
more than one year? D Yes D No & N/A Remarks: See remarks under #20.

22. Are amendments requested before the expiration of .
the original contract? OYes | [ONo | [XIN/A | Remarks: See remarks under #20.

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [JYes | [ONo | [XIN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 '
per day limit have pre-approval from Assistant COYes | [ONo | [XIN/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint X Yes | [JNo | [JN/A | Remarks:
checks and driver license checks conducted for alil of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | []Yes | [INo | X N/A ;{;”m‘;n ;{‘:?:rtmerz ?;;’:?gg’;e's
the contractor and/or specifically assigned personnel =
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

4) Plumbing Services

5) Scale Maintenance and Repair

6) Steam Cleaning Services (Carpet, not scales)

7) Telephone Services (cellular, satellite, and regular)
8) Television Equipment Maintenance and Repair

19)Uninterruptible Power Supply Maintenance and Repair
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

1 No

CIN/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes

] No

CIN/A

Remarks:

20.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

LIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

I No

CIN/A

Remarks:

31

Is a computer file prepared for all contracts
administered?

] Yes

[JNo

X N/A

Remarks: This command does not
administer any contracts.

32.

Is a spreadsheet prepared listing all expenditures?

] Yes

I No

X N/A

Remarks: See remarks under #31.

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

1 No

LI N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

I No

[IN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

] Yes

[ 1No

DX N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[]Yes

[ No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

] No

L1 N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

] Yes

] No

Xl N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I,
Ch. 4, Section 4.09)

[] Yes

> No

CIN/A

Remarks:
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Command: Division: Number:
Dunsmuir Grade |. F. Northern 147
Evaluated by: Date:
S. Marmont 03-26-2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicabie legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[_] Division Level X] Command Level
Executive Office Level Voluntary Self-Inspection 2,
O O y P %ﬁzmﬂ%\ VA,
Follow-up Required: [T Follow-up Inspection | Commanggr’s Si 2% '33“7
[1Yes No A Sz 3 A7 OF
For applicable policy, refer to: HPM 11.1, Chapter 23 /
1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? ClYes | XINo | [JN/A | Remarks:
2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? X Yes | [ONo | JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business X Yes | [ONo | [JN/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the _
services are performed? X Yes | [ONo | [JN/A | Remarks:
5. Are X Numbers issued for a one-time use? .
|Z| Yes D No D N/A Remarks:
6. Are prohibited services performed using an X
Number? [JYes | XINo | [JN/A | Remarks:
7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes | [ONo | [JN/A | Remarks:
8. Are X Numbers issued for telecommunications
related services pre-approved by X Yes | [ONo | [IN/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 KYes | [ONo | [JN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [JYes | [ONo | [XIN/A | Remarks:
Assistant Commissioner?
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11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? X Yes | [ONo | [JN/A | Remarks:

12. Do all X Numbers awarded to a small business '
vendor contain the small business certification from Xl Yes | (ONo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number X Yes | [INo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and _
justify the emergency? Yes | [No | [JN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command's files? X Yes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL e e —
COMMAND INSPECTION PROGRAM Dunsmuir Grade I F. Northerﬁ 147 .
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements S. Marmont 03-26-2009
Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

If this form is used as a Follow-up

TYPE OF INSPECTION

(] Division Level

X Command Level

[L] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

SV fger s

Follow-up Required:

[ ]Yes X No

(] Follow-up Inspection

CommyGW

Da%7/ 09

For applicable policy, refer to: HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

I No

CIN/A

Remarks:

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes

] No

LI N/A

Remarks:

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes

1 No

CIN/A

Remarks:

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes

1No

L N/A

Remarks;

If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes

[1No

LIN/A

Remarks:

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes

[1No

L] N/A

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

] Yes

X No

CIN/A

Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase?

X Yes

I No

LI N/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

X Yes

1 No

L1 N/A

Remarks:

CHP 680D (Rev 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [ONo | [JN/A | Remarks:
11. Are credit invoices/receipts for returned items _

maintained with the bank statement? X Yes | [ONo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .

document the purchase by listing the commaodity, X Yes | [ONo | [JN/A | Remarks:

quantity, and unit price of the item(s) purchased on

the bank statement.
13. Are Cal Cards maintained in a secure area?

g] Yes D No D N/A Remarks: Locked cash box

14. Are Cal Card purchases pre-approved by the _

commander? X Yes | [INo |[JN/A | Remarks:
15. Have all cardholders received training on the .

Department's procurement processes? X Yes | [(INo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited '

by departmental policy? [JYes | XINo | [JN/A | Remarks:
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Page
Command: Division: Number:
Dunsmuir Grade |. F. Northern “| 147
Evaluated by: Date:
Sgt. S. Marmont, #10738 03-26-2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X] Command Level
Executive Office Level Voluntary Self-Inspection - / :

L - d P :—?727/@//& A~ ;7
FoIIOW-up Required: Commahder's Sighature; Date:
[]Yes X No ] Foliow-up Inspection O it 3 7/0F

z = G /7
For applicable policy, refer to: HPM 11.2, Chapter 7
1. Are participants in the procurement process at the .
command level familiar with the related policies and | X Yes | [JNo | [ N/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _
procurement training? K Yes | [INo | []N/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [(JYes | XINo | []N/A | Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from Xl Yes | [JNo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43,
Purchase Requisition? XIYes | [JNo | [JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [X] Yes | [JNo | []N/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for (OYes | [ONo | [X]IN/A | Remarks:
approval?
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8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

X Yes

[INo

LIN/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

1 No

LIN/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

™ Yes

I No

LIN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

] Yes

] No

X N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

] Yes

] No

X N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[JYes

1 No

B N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

I No

CIN/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

I No

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

1 No

LI N/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

] No

LI N/A

Remarks:

18. Is the original “received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[ ]No

LI N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes

] No

LIN/A

Remarks:
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

] No

I N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

O No

LIN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

Yes

I No

I N/A

Remarks:

23. Are decisions documented to create a paper frail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

I No

LI N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
{Public Contracts Code Section 10329)

[] Yes

X No

LIN/A

Remarks:
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Dunsmuir Grade Inspection 5309266526 p.6

D (~ \7(” Page 10f2

Command: Division: Number:
M+ S o R NER

Evaluated by:

Date:
Str TeraN A WAERD LE 15~ 0@

Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

P

TYPE OF INSPECTION
("] Division Level g Command Level

[ Executive Office Level (] Voluntary Self-Inspection %

Lead Inspector’s Signatupé;

Follow-up Required: L] Follow-up Inspection Cdmma?der’séﬁgﬁ 78 Date: / /
[Oves M No v/% %’}; ; 7/48 /o8
For applicable policy, refer to: HPM 11,1, Chapter 23 //

1. Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit?

D Yes gNO D N/A Remarks:

2. Does all X Number file documentation contain the

STD. 204 Payee Data Record?

w\Yes D No D N/A Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or

Jandscaping) have prior approval from the Business ﬁYes ONo | [ON/A | Remarks:

Services Section commander?

4. Are X Number requests made prior to the date the

services are performed?

'ﬂves CINo | CIN/A | Remarks:

5. Are X Numbers issued for a one-time use?

6. Are prohibited services performed using an X

Number?

M Yes | [INo | [CJN/A | Remarks:
[1 Yes MNO [ N/A | Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity?

lgIYes CINo | O NA | Remarks:

8. Are X Numbers issued far telecommunications

related services pre-approved by
Telecommunications Section?

ﬂYes E[ No D N/A Remarks:

9. Do X Numbers used for facilities related services

(such as rocf repair, electrical) costing aver $1,000 m Yes | (ONo | [JN/A | Remarks:

have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate g Yes | [JNo |[JN/A | Remarks:

Assistant Commissioner?
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11. Do all X Numbers awarded to a non-small business ) ‘s
vendor contain three price quotations? &Yes CJNo | [JN/A | Remarks:

12. Do all X Numbers awarded to a small business e
vendor contain the small business certification from ﬂYes CINo | I N/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 P
Drug Free workplace certification for X Number ~@.Yes CINo | CJN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and -
justify the emergency? MYes CONo | CIN/A | Remarks:

15. Is the itemized invoice for each X Number service .
maintained in the command's files? m Yes | [ONo | [CJN/A | Remarks:

CHP 680E (Rev 09-08) OPI1010




Oct 09 09 11:19s5 Dunsmuir Grade Inspection 5309266526 rp.4
Page 10of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S—
Division: Number:

Command:
COMMAND INSPECTION PROGRAM N F AR | eteps)

\47

INSPECTION CHECKLIST Evaluated By: Date:
Chapter 3, Command Procurements UARLA A-N \ ERS 0 -~ C) / 29 / GE
Cal-Card Program Assisted by: Daté:? !

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

For applicable policy, refer to: HPM 1 1.2, Chapter 3

TYPE OF INSPECTION Lead Inspector's Signature:
e ,’) -7} .
(] Division Level MCommand Level a/-%/ y ’J i ( 7_‘}4«/0‘/“/\
L fi ik B h
E tive Office Level V If-l ti v
[ Executive Office Leve [J Voluntary Self-Inspection j /?? A , 5
Follow-up Requjred: LI Foliow-up Inspection Commandérs SIQZ,E;-‘: Dai;/ /
: P 7 P
[Clyes  MNo Py 2y 7/3d9/08

1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of w_Yes CINo | [ N/A | Remarks:

Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications .

maintained within the Cal Card command file for ]gves [ONo |[IN/A | Remarks: _

each vendor utilized? Aoy FWE
3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor MYes OONo [ O NA [Remarks: _

utilized? A};M\-N F\\A:

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor MYes
utilized?

E]NO DN/A Remarks: .
RECNCLE PolkM~N

5. If the vendor is a small business or DVBE is utilized,

Cal Card Log and the receipts/invoices? tﬂYes CINo | [CN/A

is the certification letter from the Department of @;Yes I No | [ N/a | Remarks:
General Services maintained in the file?

6. When fair and reasanable is utilized, is the fair and ) _
reasonable method documented and properly Yes | (ONo | [ N/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order : .
to circumvent transaction purchase limits? 1 Yes ﬁNo I N/a | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the ) ,
purchase? ‘ ?,Yes (O No | [JN/a | Remarks:

9. Are bank statements reconciled with the CHP 317

Remarks:
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Page 10of3
£ CALIFORNIA Command: /5 Division: R [ Number:
F _
SE?’XE!?MENT OF CALIFORNIA HIGHWAY PATROL . alulai:t,y (IE | rocrsdews) - }:*17 ; ]
: v : “ )
COMMAND INSPECTION PROGRAM | S350 Avneecad 3 /21? /0 4
INSPECTION CHECKLIST e N
Chapter 3, Command Procurements
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, o fill in the blanks as indicated. Any dis.crepanm'e:t, with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document anq addressed to thg next le_vel of command.
Furthermore, the Exceptions Document sha!! include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need 1o be re-inspected.

TYPE OF INSPECTION Lead Inspre_!i:tor's Signature: )
[ Division Level $Command Level ; /‘/1(,(/(_ ,- ( ?w/{. Py
] Executive Office Level [ Voluntary Seli-Inspection /;/ ' A
Follow-up Required: _ C°m"}a'{frgéﬁs s?mé . / /
[]Yes m No ] Follow-up Inspection !% . 9/03 7/0g
For applicable policy, refer to: HPM 11.2, Chapter 7 //

1. Are participants in the procurement process at the Rematke:
command level familiar with the related policies and $ Yes | [ No | [IN/A | Femars:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received .
procurement training? m Yes | [No | CIN/A | Remarks:

3. Are prohibited items pracured on CHP 43, Purchases . )
Requisitions? ] Yes m No | [JN/A | Remarks:

e Supplies for personally — owned equipment
¢ Commodities for personal use
e Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from gYes [ONo | [0 N/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43, -
Purchase Requisition? &Yes CONo | [INA Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each &Yes [JNo | [ N/A | Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for dYes | INo QLNIA Remarks:
approval?

CHP 680C (Rev. 09-08) OPL 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Dunsmuir Grade Inspection 5303266526

Page

20of3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI| approvals?

[CINe

] N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

[1No

O nNa

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

] Neo

CIN/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

I No

CIN/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

] No

CIN/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[ No

CIN/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

O No

I N/A

Remarks:

15.

Is the “received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

[J No

IR

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

[dNo

L1 N/A

Remarks:

17.

[s FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received? .

[ Na

T N/A

Remarks:

18.

Is the original “received copy” retained by the
command far completion and forwarding to the FMS
when the complete shipment is received?

] No

VZ

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[ No

CJ N/A

Remarks:

CHP 680C (Rev. 09-08) OP1010
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Page 30of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified R st
immediately by telephone, followed in writing either ﬁYes O No | JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and )
investigated to ensure the orders are not opened for g Yes | [ONo |[JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase ) i
orders maintained for three years after payment? ’&Yes CINo | I N/A | Remarks:
(SCM Vol. I, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trait .
documenting the basis of the decisions made for the w\Yes CINo | [ N/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive )
bidding requirements or to circumvent the [1 Yes w No | JN/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

CHP 680C {Rev, 09-08) OP1010
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STATE OF CALIFORNIA . Sorma B =
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : : 1
COMMAND INSPECTION PROGRAM Ew&:ﬁ& sl -
INSPECTION CHECKLIST . ey (RM_E ShWE | §-28 69
Chapter 3, Command Procurements Assistad by: ot
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or "No™ answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal slatues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. if this form is used as a Follow-up
Inspection, the "Foliow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level

&Command Level

Lead Inspector's Signature:

Adfi" e
[] Executive Office Level ] Voluntary Self-Inspection = # p
Follow-up Required: LI Follow-up Inspection C“”‘Véf's Signajgse: Date: /
[Ives  HNo | o Layai?s) 7/ /o5
v o O 4 7
For applicable policy, refer to: HPM 11.1, Chapter 22 /
1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of Bers [OINo | [JN/A | Remarks:
the estimated dollar value? :
2. Is a CHP 78 Contract Request used for one-time .
services exceeding $4,999.997 [JYes | [JNo [E\N/A s
3. Is the Office of Primary Interest (OPI) tracking . .
numbering beginning with the reguesting command &Yes CINo | O N | Remarks:
three-digit location code used, followed by “CP” for
contract pavable listed on the CHP 787
4. Is the performance of contract services monitored .
and documented? BIYes [INo | [N | Remarks:
5. Are all copies of correspondence with the vendor . .
maintained? &Yes CINo | [JNa | Remarks:
6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or T%TYes OINo | [O Nia | Remarks:
non-performance of the vendor?
7. s the final product to be delivered described .
specifically and in as much detail as possible in the mYes CINo | [ N/A | Remarks:
CHP 787
8. Are all required levels of approval/signature obtained, .
including the required documentation and approvals T;Zers [(ONo | [JN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

CHP GBOF (Rev. 08-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[J No

L N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

[J No

LI NA

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

[ No

LI NIA

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

(I No

LI NA

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[J No

] N/A

Remarks:

14, Does the requestor verify the contractor has fulfilied
all requirements of the contract before approving the
final invoice?

[] No

LI NA

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

1 No

LI N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

[] No

L] N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

] No

CI NIA

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[J No

LI N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

(] No

CIN/A

Remarks:

20. Are contract amendment requesl dollar amounts
increased more than 30%?

ENO

] NIA

Remarks:

CHP 680F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Conftracts

Page

3of4

21.

fs the length of the contract amendment request
more than one year?

o

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

] No

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,990.99 in
total cost?

1 No

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff? '

I No

Remarks:

25,

Are California Department of Justice (DQOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

1) Avionics Maintenance and Repair
2) Helicopter Maintenance and Repair
3) Instructor Services (on-site)

4) Janitorial Services

5) Consulting Services

CJ No

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

) Alarm and Fire Alarm Monitoring

) Camera Maintenance and Repair

) Carpel Installation

) Diesel Generator Maintenance and Repair

) Dishwasher Mainlenance and Repair

) Elevalor Mainlenance and Repair

) Fire Extinguisher Service

) Garage Door Maintenance and Repair

) Graphic Arts Equipment Mainlenance and Repair
0) Heating, Ventilation, and Air Conditioning Service
1) Laundry/Linen Service

2) Office Machine Maintenance and Repair

3) Painting Services (interior of facility)

4) Plumbing Services

5) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, nol scales)
(17) Telephone Services (cellular, satelliite, and regular)
(18) Television Equipment Mainlenance and Repair

(19)Uninterruptible Power Supply Mainlenance and Repair

I No

LI NA

Remarks:

CHP 6B0F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

(] No

CINA

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

I No

LI NA

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

I No

[ NIA

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

I No

CINIA

Remarks:

31.

Is a computer file prepared for all contracts
administered?

T No

HINA

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

] No

INA

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

] No

CIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order {o oversee the
completion of the contract?

T No

CINIA

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

] No

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

] No

Remarks:

37.

Does Contract work only begin after approval of the
final contracl? {SCM Vol. 1, Ch. 4, Section 4.09)

Tl No

[ N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for

personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

] No

g Nia

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[]Yes

LI N/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter: 3 J

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL DGIF Northern
COMMAND INSPECTION PROGRAM inspected by: T ‘
EXCEPTIONS DOCUMENT 0OSS1 Marla Anderson, #A3480

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included

[ Division Level ELCommand Level [ Appeal Included

] Executive Office Level

O Attachments Included
Forward to: ¢ : Date:

Follow-up Required:; 09/29/2008

Clyes  XNo

apter.nspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

The inspector’s findings indicate that the Dunsmuir Grade Inspection Facility is in compliance with
departmental policies and procedures.

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT _
Command: Division: Chapter 3:
DGIF Northern
inspected by: Date:

Page 2 OSS1 Marla Anderson, #A3480 | 09/29/2008

| Commander's Response: |

The Dunsmuir Grade Inspection Facility is in compliance with Departmental policies and procedures.

| Inspector's Comments:

None

uired Action 'None

Corrective Action Plan/Timeline

None

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:
DGIF Northern 3

Inspected by: Date:

OSS| Marla Anderson, #A3480 | 09/29/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

/7 S

Py 4
Date: ? /§9 ég

Lead Insp?f's Sij/ﬁélu;/
Aoy

Responding goh‘lnﬁ'ander’s Signature (for appeal):

Date: g
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Page

Command: Division: Number:
STATE OF CALIFORNIA . 1
DE?ARTMEIG\"F "O:F EquORr\uA HIGHWAY PATROL g‘,‘;‘ﬁf:{gg %;?de e ] Northern gge:
COMMAND INSPECTION PROGRAM Sgt. S. Marmont, #10738 03-26-2009
INSPECTION CHECKLIST
Chapter 3, Command Procurements Assisted by: Date:
Purchases

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

(] Executive Office Level

X Command Level

[] Voluntary Self-Inspection

Lead Inspector’s Signature:

S IH e A

£

Follow-up Required:

[ ] Yes

] Follow-up Inspection

X No

Date:

3 037A/;

For applicable policy, refer to: HPM 11.2, Chapter 7

Com%d?ﬁature:

1. Are participants in the procurement process at the .
command level familiar with the related policies and | [X] Yes | [JNo | [JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received .
procurement training? X Yes | [JNo |[JN/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases '
Requisitions? [(JYes | XINo | [JN/A | Remarks:

e Supplies for personally — owned equipment
o Commodities for personal use

o Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from Yes | [INo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. s all required information entered on the CHP 43,

Purchase Requisition? XIYes | [ONo | [JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [X] Yes | [[INo | [JN/A | Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for [(JYes | [ONo | [XIN/A | Remarks:

approval?

CHP 680C (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Purchases

Page

20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

LI N/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[JNo

I N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

O No

LIN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

] Yes

1 No

X N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

] Yes

[ No

X N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

] Yes

1 No

X N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

1 No

LIN/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

I No

LI N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Yes

1 No

[IN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

™ Yes

I No

CIN/A

Remarks:

18. Is the original “received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

] No

LI N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes

[ No

LIN/A

Remarks:

CHP 880C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

] No

C1N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[J No

L1N/A

Remarks;

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

I No

LI N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

I No

CIN/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

> No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program

Page 1 of 2
Command: Division: Number:
Dunsmuir Grade |. F. Northern 147
Evaluated by: Date:
S. Marmont 03-26-2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the bianks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X Command Level
. . , y :
[] Executive Office Level [] Voluntary Self-Inspection 5 7 7% Mf‘j\
77" .
Follow-up Required: [J Follow-up Inspection | Commandgrs/Signatyfé: Date/ / .
[] Yes X No // (AT 3 /A7/0F
For applicable policy, refer to: HPM 11.2, Chapter 3 /

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for X Yes | [CONo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor X Yes | [ONo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor Yes | [ONo | [CJN/A | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [ONo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and .
reasonable method documented and properiy K Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [(dYes | XINo | [IN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? XIYes | [INo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? B Yes | [ONo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .

maintained with the bank statement? KdYes | [(ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices '

document the purchase by listing the commodity, X Yes | [ONo |[JN/A | Remarks:

quantity, and unit price of the item(s) purchased on

the bank statement.
13. Are Cal Cards maintained in a secure area?

lg Yes D No D N/A Remarks: Locked cash box

14. Are Cal Card purchases pre-approved by the .

commander? X Yes | [INo | [JN/A | Remarks:
15. Have all cardholders received training on the .

Department's procurement processes? K Yes | ONo | CIN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .

by departmental policy? Yes | XINo | [CJN/A | Remarks:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | ufemiacCrade | £._| Notrern o
INSPECTION CHECKLIST S. Marmont 03-26-2009
Chapter 3, Command Procurements

X-Number Program Assisted by: Date:

Page 10f2

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

[ Division Level X] Command Level
[] Executive Office Level [] Voluntary Self-Inspection &W M
Follow-up Required: ] Follow-up inspection

[ ]Yes X] No

: y4 J
3478

For applicable policy, refer to: HPM 11.1, Chapter 23

Tl
/ » -
&£ '/ (202,74

1.

Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit? Yes | XINo | [IN/A | Remarks:
2. Does all X Number file documentation contain the

STD. 204 Payee Data Record? X Yes | [ONo |[JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business K Yes | [ONo |[IN/A | Remarks:

Services Section commander?
4. Are X Number requests made prior to the date the

services are performed? X Yes | [ONo |[IN/A | Remarks:
5. Are X Numbers issued for a one-time use? .

@ Yes I:l No I:I N/A Remarks:

6. Are prohibited services performed using an X

Number? [JYes | XINo |[IN/A | Remarks:
7. Are X Numbers used for the procurement of a

service and not the purchase of a commaodity? Yes | [(ONo |[IN/A | Remarks:
8. Are X Numbers issued for telecommunications

related services pre-approved by X Yes | [ONo |[]N/A | Remarks:

Telecommunications Section?
9. Do X Numbers used for facilities related services

(such as roof repair, electrical) costing over $1,000 X Yes | [JNo |[JNA | Remarks:

have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate ClYes | [ONo | XIN/A | Remarks:

Assistant Commissioner?

CHP 680E (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page

20f2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? Yes | [INo | [JN/A | Remarks:
12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from X Yes | [INo |[JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number Yes | [JNo |[JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and .
justify the emergency? XYes | [ONo | [JN/A | Remarks:
15. Is the itemized invoice for each X Number service .
maintained in the command's files? X Yes | [ONo |[JN/A | Remarks:
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Command: Division: Number:;
Dunsmuir Grade |. F, Northern 147

Evaluated by: Date:

S. Marmont 03-26-2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.

If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

] Division Level X] Command Level
] Executive Office Level ] Voluntary Self-Inspection
Y PN | ST Wl 10it T~
Follow-up Required: [ Follow-up Inspection

[ ]Yes X No

Com?r 7{alure

A
vy

For applicable policy, refer to. HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all

: ; . Remarks: This command has not
service contracts which ar't?a repetitive, regardless of [(IYes | [INo | XIN/A i Rt wie e e
the estimated dollar value? issued by Facilities Section.

2. isa CHP 78 Contract Request used for one-time .
services exceeding $4,999.99? [JYes | [CJNo | [XIN/A | Remarks: See above remark.

3. Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command [(JYes | CINo |[XIN/A | Remarks: See remark under #1.
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. |s the performance of contract services monitored _
and documented? X Yes | [ONo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes | [JNo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | X Yes | [INo | [JN/A | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described
specifically and in as much detail as possible in the X Yes | [ONo | []N/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, _

including the required documentation and approvals | X Yes | [JNo | [JN/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A?
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9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[]Yes

1 No

X N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[ No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.qg., review
progress reports and interim products)?

X Yes

1 No

LIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

] No

CIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

] No

CIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilied
all requirements of the contract before approving the
final invoice?

X Yes

I No

LIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

] No

LIN/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

I No

CIN/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

1 No

LIN/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

L] No

CIN/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

1 No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[]Yes

] No

X N/A

Remarks: No contract amendments
requested.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

21. Is the length of the contract amendment request
more than one year? D Yes D No IX N/A Remarks: See remarks under #20.

22. Are amendments requested before the expiration of .
the original contract? ] Yes CINo | XIN/A Remarks: See remarks under #20.

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [(JYes | [ONo | X N/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 _
per day limit have pre-approval from Assistant CdYes | [ONo | X N/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint X Yes | [INo |[JN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | [JYes | [JNo | X N/A :;”:Etkzn ;:‘:?;t%%‘iz fg;’rfgsé’g’;e's
the contractor and/or specifically assigned personnel ye
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

I No

LIN/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

Yes

[ No

LIN/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

I No

LIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[JNo

LIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

] Yes

] No

XI N/A

Remarks: This command does not
administer any contracts.

32.

Is a spreadsheet prepared listing all expenditures?

] Yes

[ No

X N/A

Remarks: See remarks under #31.

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

] No

LI N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Yes

1 No

L1 N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

L] Yes

[INo

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(8CM Vol. |, Ch. 3, Section 3.02.5)

(] Yes

[JNo

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[JNo

C1N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. 1,
Ch. 7, Section 7.05)

] Yes

[C1No

DX N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I,
Ch. 4, Section 4.09)

[]Yes

X No

LIN/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL lDunsmtuié C;rade [.F. | Northern 3D —

1 nspecte Y :
COMMAND INSPECTION PROGRAM Sgt. S. Marmont, #10738 03-26-2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [[] Corrective Action Plan Included

] Division Level [X] Command Level [ Appeal included

[] Executive Office Level

Forward to:
_Northern
Due Date: __ 04-10-2009

Foliow-up Required:

(] Yes X No

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings: ]

The inspector findings indicate that the Dunsmuir Grade Inspection Facility is in compliance with
Departmental policies and procedures.
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Page 2

Command: Division: Chapter:
Dunsmuir Grade |. F. Northern 3

Inspected by: Date:

Sgt. S. Marmont, #10738 03-26-2009

| Commander's Response:

The Dunsmuir Grade Inspection Facility is in compliance with Departmental policies and procedures.

| Inspector's Comments:

None.

Corrective Action Plan/Timeline

None.
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CTATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPT'ONS DOCUMENT Dunsmuir Grade |. F. Northern 3

Inspected by: Date:

Sgt. S. Marmont 03-26-2009

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

£/

: /

Leayrsﬁywv%j"/g/ﬁlure: Date: /
Ko f i 3/ 7/07
Date /7 7 !

Réspcyﬁné’CSmmander's Signature (for appeal):
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STATE OF CALIFORNIA
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INSPECTION CHECKLIST

Chapter 3, Command Procurements
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Page Tof2

Command: Division: Number:
Crescent City | Northern 120

Evaluated by: Date:

S.R. Jennings, #15913 11-06-2008
Assisted by: Date:

A. Orr, A12650 11-06-2008

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any foliow-up and/or corrective action(s) taken. If this form is used as a Foliow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

(] Division Level X] Command Level
] Executive Office Level [] Voluntary Self-Inspection FSHR
Follow_up Requ‘red D Fo”ow-up lnspectlon Command&r'ss’STg—ﬁature: Date:
[]VYes No & S sl
For applicable policy, refer to. HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? ] Yes No | [J N/A | Remarks:

2. Does all X Number file documentation contain the .

STD. 204 Payee Data Record? X Yes | [ONo | []N/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business [Jvyes | JNo M2, § =S Ronetthiough RESilics
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [ONo | []N/A | Remarks:

5. Are X Numbers issued for a one-time use? _

Izl Yes D No D N/A Remarks:

6. Are prohibited services performed using an X '
Number? [JYes | X No |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? X Yes | [ONo | [ N/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by [(JvYes | XINo | [JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 X Yes | [INo | []N/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate Yes | [JNo | [JN/A | Remarks:

Assistant Commissioner?
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11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? OvYes | @XNo |[CINA ESSEQ;;R”E' area- not always
12. Do all X Numbers awarded to a small business
vendor contain the small business certification from Yes | [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number X Yes | [(ONo |[JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and ‘
justify the emergency? Yes | [OJNo | [JN/A | Remarks:
15. Is the itemized invoice for each X Number service
maintained in the command's files? X Yes | [ONo | [JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Northern Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL gr escent City -
COMMAND INSPECTION PROGRAM valated by: .
INSPECTION CHECKLIST ic;gggebayr?t William Fletcher [1)30[2:24/2008
Chapter 3, Command Procurements Ms. Nancy Stewart, #A13022 10/24/2008
Purchases :

INSTRUCTIONS: Answer individual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level X Command Level

[ ] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

gt L ALLTT s -

Follow-up Required:
] Yes No [ Follow-up Inspection

Commander's Sighature?

Py

7

&

Date:

JSo-28-08

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

Yes | [INo

LI N/A

Remarks:

2. Have Approvers/reviewers of purchases received
procurement fraining?

Yes | []No

O N/A

Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

e Supplies for personally — owned equipment
* Commodities for personal use

* Confirming order

* Purchases via the internet

OYes | XINo

O N/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

™ Yes | [ No

[ N/A

Remarks:

5. Is all required information entered on the CHP 43,
Purchase Requisition?

X Yes | []No

LIN/A

Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes | []No

LIN/A

Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

[(1Yes | X No

[ N/A

Remarks: Expedited requests are
sent to No. Division first for routing.
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8. Do specialized items purchased contain the

appropriate Division, and/or OP| approvals? X Yes | [ONo | [JN/A | Remarks:
9. Are the CHP 43, Purchase Requisitions, '
competitively bid? X Yes | ONo | [JN/A | Remarks:
10. Does the CHP 315, Price Comparison Worksheet, '
document at least two price quotations? X Yes | [ONo |[JN/A | Remarks:
11. Are Limited Competitive Bidding purchase requests L
that limit or restrict the purchase to one specific (JYes | [ONo | [XI N/A | Remarks:This is not done at Area.
brand or model justified and in compliance with SAM
36557
12. Are Limited Competitive Bidding purchase requests o
for items that interface with existing departmental [(JYes | [ONo | [XI N/A | Remarks: This is not done at Area.
equipment in compliance with SAM 3555.37
13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective [(JvYes | [ONo | X N/a | Remarks: This s notdone at Area.
Action Plan documents?
14. Are items checked immediately for content and _
damage when delivered? K Yes | [JNo |[JNA | Remarks:
15. Is the “received copy" of the purchase order _
approved, dated, and forwarded to the Fiscal Yes | [(ONo |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the & 7 i
: : 5 contacie: ISCa
received copy of the purchase order and sent to (JYes | XINo | LIN/A Mzrr?sée;er:fgedion and they
FMS? related that they do not need freight
or packing slips.
17. Is FMS provided a photocopy of the purchase order '
and any approved freight or packing slips as X Yes | [LINo |[JNA ﬁggﬁt‘ﬁ'p\’;’fk?n‘;"is’l‘iggsfrﬂgst:emey
gcknowIeQQe(rp?ent that a portion of the order has specify exact items received.
een received?
18. Is the original “received copy” retained by the .
command for completion and forwarding to the FMS | [X] Yes | [ No | [JN/A | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier _
acknowledged on the freight bill by the carrier's driver | X Yes | [ No | [JN/A | Remarks:

before being accepted?
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20.

Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either Yes | (ONo | [JN/A | Remarks: This has not occurred.
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?
21. Are open purchase orders periodically reviewed and .
investigated to ensure the orders are not opened for | X Yes | [ONo | (O N/A REMErE:
an unreasonable length of time. (SAM 8422.0)
22. Are copies of the purchase requisitions and purchase .
orders maintained for three years after payment? X Yes | [ONo |[JN/A | Remarks:
{SCM Vol. lI, Ch. 11, Topic 4)
23. Are decisions documented to create a paper trail — d E
R ' i Y2 emarks: |ltems are aocumente
nggfgzggn(%g& ti/%sllfll cc);fl_;[hg d_l?ocg?cl:o‘?f)made for the Yes D No D N/A through the Justification process only.
24. Are purchase orders split to evade competitive .
bidding requirements or to circumvent the [JYes | XINo | [JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 10of4

Command: Division: Number:
Crescent City | Northem 20

Evaluated by: Date:

S.R. Jennings, #15913 11/06/2008
Assisted by: Date:

A. ORR, #A12650 Tip200s

INSTRUCTIONS: Answer individual items with "Yes" or “"No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
fnspection, the “"Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level
[] Executive Office Level [] Voluntary Self-Inspection
FO”OW-Up Required: D Follow-up Inspection Commander's SignatZ Date:
[ ] Yes No /4 /-6-OF

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardiess of | [[]Yes | [] No N/A | Remarks:
the estimated dollar value?
2. Isa CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 ClYes | [JNo N/A | Remarks:
3. Is the Office of Primary Interest (OPI) tracking
Remarks:

numbering beginning with the requesting command (] Yes
three-digit location code used, followed by "CP” for

contract payable listed on the CHP 787

[ No N/A

4. s the performance of contract services monitored

7 Remarks: Area monitors the current
and documented? Yes D No D N/A contracts prepared by Headquarters.
5. Are all copies of correspondence with the vendor .
maintained? XK Yes | [ONo | [CJN/A | Remarks:
6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [X] Yes | [JNo | [JN/A | Remarks:
non-performance of the vendor?
7. Is the final product to be delivered described ‘
specifically and in as much detail as possible in the (OYes | [ONo | X N/A | Remarks:
CHP 787
8. Are all required levels of approval/signature obtained, _
including the required documentation and approvals | [[]Yes | [ No | [X) N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

(] Yes

I No

X N/A

Remarks:

10.

fs all work completed and accepted by the
Department before expiration of contract agreement?

] Yes

] No

X N/A

Remarks:

1.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

] Yes

1 No

X N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

I No

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[ Yes

1 No

DX N/A

Remarks: This is monitored by
headquarters.

14,

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

] Yes

I No

X N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

Yes

] No

CIN/A

Remarks: The contracts continue
each year without a lapse.

16.

Are all applicable form sections of the CHP 78
completed?

] Yes

[1No

N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

] Yes

1 No

D N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[]Yes

[ TNo

X N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

1 No

L1 N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%7?

[]Yes

] No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 3 of4

21.

Is the length of the contract amendment request
more than one year?

L[] Yes

[]No

X N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

] Yes

] No

DI N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

] Yes

JNo

N/A

Remarks:

24,

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[J Yes

] No

X N/A

Remarks:

25,

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

CJ No

CIN/A

Remarks: Area contracts janitorial
services. The janitor is in compliance
with policy.

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet Instaliation
(4) Diesel Generator Maintenance and Repair
) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
) Fire Extinguisher Service
) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, sateliite, and regular)
(18) Television Equipment Maintenance and Repair

(19) Uninterruptible Power Supply Maintenance and Repair

[ Yes

] No

X N/A

Remarks:
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STATE OF CALIFORNIA
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

] Yes

] No

B N/A

Remarks:

28.

s CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

] Yes

] No

X N/A

Remarks:

29

Are all invoices, records, and relevant documentation

maintained for three years after the final payment of
the contract?

X Yes

] No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

] No

LI N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

] Yes

I No

N/A

Remarks:

32.

ls a spreadsheet prepared listing all expenditures?

] Yes

X No

CIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

™ Yes

I No

LI N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

] Yes

X No

L N/A

Remarks:

36.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[]VYes

1 No

N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[1Yes

I No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

1 No

(] N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

] Yes

[1No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

] Yes

Xl No

L1 N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 1of2
Command: Division: Number:
Crescent City | Northern 120
Evaluated by: Date:
S.R. Jennings, #15913 11-06-2008
Assisted by: Date:
A. Orr, #A12650 11-06-2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable lega!l statues, or deficiencies noted in the inspections shall be commented on via the "“Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any folliow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Si
[] Division Level X Command Level
o 53
[] Executive Office Level [] Voluntary Self-Inspection
FO”OW'Up RGQUired: D Follow-up Inspection Commandgr's Sigpatore: Date:
[] Yes X No L._)/C.pj-—- sG-S "
For applicable policy, refer to: HPM 11.2, Chapter 3
1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications '
maintained within the Cal Card command file for X Yes | [ONo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor X Yes | [JNo |[]NA | Remarks:
utilized?

4, Are California Integrated Waste Management Board R <Al utiized vend .
Form 74 documents maintained for each vendor [(JYes | XINo | CIN/A °/oeg:;clséd n;la't;?al ;igug{:nﬁg‘t’i‘gn?”
utilized? and when a vendor does not provide

this, a Form 74 will be used.

5. If the vendor is a smali business or DVBE is utilized, _
is the certification letter from the Department of K Yes | [INo | []N/A | Remarks:

General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly XYes | [JNo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order ,
to circumvent transaction purchase limits? [JYes | XINo | []N/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? B Yes | [JNo |[]N/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _

Cal Card Log and the receipts/invoices? X Yes | [JNo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? Xl Yes | [JNo | [JN/A | Remarks:
11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes | [INo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity, X Yes | [JNo | [JN/A | Remarks:
guantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area?
Iz Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the
commander? X Yes | [JNo | [JN/A | Remarks:
15. Have all cardholders received training on the .
Department's procurement processes? X Yes | [JNo | [JN/A | Remarks: Familiarized through HPM
11.2 guidelines
16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? [OYes | XINo | [JN/A | Remarks:

CHP 680D (Rev 09-08) OP1010




SYATE OF CALIFORNIA Command: Division: Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Crescent City | Nerthern

CCMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT S.R. Jennings, #15913 11/06/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included

[] Division Level [X] Command Level [J Appeal Included

[] Executive Office Level [] Attachments Included

Northern Division Y,
dyes X No Due Date: 11/01/2008

Follow-up Required: Forward to: Commander's Slgnatﬁf: Date:
/[~

Inspector's Comments Regarding Innovative Practices:

None noted.

Command Suggestions for Statewide Improvement: ]

No suggestions for improvement.

Inspector's Findings:

The Crescent City Area was found to be within CHP policy in regard to command procurements.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command:

Division: Chapter: 3
COMMAND INSPECTION PROGRAM Crescent City | Northem
Inspected by: Date:
E;;%EZPTIONS DOEUMENT S.T?. Jenynings, #15913 11/06/2008

| Commander's Response:

AT o

| Inspector's Comments:

No discrepancies and/or deficiencies were noted during the chapter three inspection.

Required Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter: 3
Crescent City | Northern

inspected by: Date:

S.R. Jennings, #15913 | 11/06/2008

Appeal Process: (Appeals shall be filed within five (5) business daysof the completed chapter inspection).

Commander's Basis for Appeal:

’ Appeal Review/Decision: (This shall be the only level of appeal).

CHP 68B0A (Rev 09-08) OPI 010

Lead Inspector's Signature: . Date: .
— 11/06/2008
< _/-/t/ / _ —
Responding Commander's Signature (for appeal): Date:



STATE OF CALIFORNIA Command: Division: Northern Number: 131
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cottonwood
Evaluated by: Date:
ﬁg&“gﬁg& él:gg ES;;I.ON PROGRAM Lieutenant Todd Morrison 10-06-2008
Assisted by: Date:
Chapter 3, Command Procurements Sergeant Vince Zambrana 10-06-2008

Page 10f3

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

FTYPE OF INSPECTION
[T] Division Level X Command Level

[] Executive Office Level (] Voluntary Self-Inspection

Lead Inspector's Signature:

" ook b bominm,

Follow-up Required:

[]Yes

Commander's Signature:

No (] Follow-up Inspection /7 S C C;/l/‘

,_)/W-\_,_.

Date: 10/06/2008

4

For applicable policy, refer to: HPM 11.2, Chapter 7

1.

Are participants in the procurement process at the
command level familiar with the related policies and ™ Yes
procedures for purchasing?

LINo |[ONA

Remarks:

Have Approvers/reviewers of purchases received
procurement training? X Yes

[INo [[IN/A

Remarks:

Are prohibited items procured on CHP 43, Purchases
Requisitions? [] Yes

Supplies for personally — owned equipment

Commodities for personal use
Confirming order
Purchases via the internet

XINo | CIN/A

Remarks:

Are separate CHP 43s, Purchase Requisitions,
prepared for commaodity items obtainable from X Yes
different suppliers or from different statewide
commodity contracts?

CINo |[ONA

Remarks:

Is all required information entered on the CHP 43,
Purchase Requisition? X Yes

CINo | [IN/A

Remarks:

Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [X] Yes

fiscal year (July 1)?

[INo | [JNA

Remarks:

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for X Yes

approval?

[INo | [INA

Remarks:

CHP 680C (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

[ No

CIN/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

] No

[IN/A

Remarks:

As required.

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

O No

CIN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM

35557

X Yes

] No

LIN/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

X Yes

I No

LIN/A

Remarks:

When applicable.

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

[T No

CIN/A

Remarks:

When applicable.

14. Are items checked immediately for content and
damage when delivered?

Yes

O No

CIN/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[ No

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

X Yes

[ No

LIN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

] No

CIN/A

Remarks:

18. Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

O No

CIN/A

Remarks;:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver

before being accepted?

X Yes

O No

[J N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

30f3

20. ts Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Yes

[INo

CIN/A

Remarks:

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

I No

LI N/A

Remarks:

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

X Yes

[ No

LI N/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the

. purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

I No

CIN/A

Remarks:

24,

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[J Yes

X No

LI N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 10f 2

Command: Division: Northern Number: 131
Cottonwood IF

Evaluated by: Date:
Lieutenant Todd Morrison 11/17/2008
Assisted by: Date:
Sergeant Vince Zambrana 172000

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

rTYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level /7 \ )

] Executive Office Level [] Voluntary Self-Inspection Ub&zo/—z\ﬂ AN
Follow-up Required: [:] Foliow-up Inspection Commander's Signature; Date:
[JYes X No ﬂwnw 1-17-0Y

For applicable policy, refer to: HPM 11.2, Chapter 3
1. Are all employees associated with the use of the Cal- .

Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications '
maintained within the Cal Card command file for X Yes | [INo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor X Yes | [JNo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board '

Form 74 documents maintained for each vendor Xl Yes | [JNo |[JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of X Yes | CINo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and .
reasonable method documented and properly vYes | [ONo |[X NA | Remarks:
justified?

7. Are purchases split into multiple transactions in order '
to circumvent transaction purchase limits? (dvYes | X No |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [ONo |[JN/a | Remarks:

9. Are bank statements reconciled with the CHP 317 ‘

Cal Card Log and the receipts/invoices? X Yes | [INo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page
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10. Is the CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

] No

CIN/A

Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

X Yes

[J No

L1N/A

Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes

] No

C1N/A

Remarks:

13. Are Cal Cards maintained in a secure area?

X Yes

[[] No

[IN/A

Remarks:

14. Are Cal Card purchases pre-approved by the
commander?

X Yes

[J No

CIN/A

Remarks:

15. Have all cardholders received training on the
Department's procurement processes?

X Yes

[ No

O N/A

Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

[ Yes

X No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

FiLE

Page 10f2
Command: Division: Northern Number: 131
Cottonwood IF
Evaluated by: Date:
Lieutenant Todd Morrison 11/13/2008
Assisted by: Date:
| Sergeant Vince Zambrana 11HS(2008

INSTRUCTIONS: Answer individual items with “Yes” or "No”
applicable legal statues, or deficiencies noted in the inspectio
discrepancies and/or deficiencies shall be documented on an

answers, or fill in the blanks as indicated. Any discrepancies with policy,

ns shall be commented on via the “Remarks” section. Additionally, such

Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

TYPE OF INSPECTION
] Division Level X Command Level /?
[ Executive Office Level [] Voluntary Self-Inspection [/%X&J(W/\ﬂ NN T—

Follow-up Required: ] Follow-up Inspection Commander’s Sign ] Date:

[]Yes X No qw (S — I -13-0F
For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? CJYes | XINo |[JN/A | Remarks:

2. Does all X Number file documentation contain the '

STD. 204 Payee Data Record? X Yes | [JNo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business | [X Yes | [JNo | [JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the .
services are performed? Yes | [INo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

@ Yes D No D N/A Remarks:

8. Are prohibited services performed using an X '
Number? [(JYes | XINo | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? XKYes | [JNo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by ' [(JYes | XINo |[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _

(such as roof repair, electrical) costing over $1,000 X Yes | [JNo | [JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate XlYes | [JNo | [JN/A | Remarks:
Assistant Commissioner?
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11. Do all X Numbers awarded to a non-small business '
vendor contain three price quotations? Yes | [ONo | [JN/A | Remarks:

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from K Yes | [JNo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number X Yes | [ONo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and _
justify the emergency? X Yes | [ONo |[JN/a | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command's files? KIves | [ONo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

—iLE

Page
Command: Division: Northern Number: 131
Cottonwood IF
Evaluated by: Date:
Lieutenant Todd Morrison 11/01/2008
Assisted by: Date:
Sergeant Vince Zambrana 11/01/2008

INSTRUCTIONS: Answer individual items with “Yes" or "“No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

(TYPE OF INSPECTION
[] Division Level

[] Executive Office Level

X Command Level

[J Voluntary Self-Inspection

Laad Inspector's Signature;

8l g

Follow-up Required:

[ ]Yes

[ Follow-up Inspection

X No

chujer S Slgpature.
SR

(QANA )

Date:

-1 -0

For applicable policy, refer to: HPM 11.1, Chapter 22

il

Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes

] No

(I N/A

Remarks:

Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997

[] Yes

J No

X N/A

Remarks:

Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

] Yes

J No

X N/A

Remarks:

Is the performance of contract services monitored
and documented?

Yes

[ No

LINA

Remarks:

Are all copies of correspondence with the vendor
maintained?

X Yes

I No

LI N/A

Remarks:

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes

[T No

LIN/A

Remarks:

As needed or required.

Is the final product to be delivered described
specifically and in as much detail as possible in the

CHP 78?

[ Yes

I No

X N/A

Remarks:

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A?

X Yes

1 No

LI NA

Remarks:
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9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[ Yes

(] No

&< N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

] No

CINA

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

J No

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

] No

LIN/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

I No

LIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the

final invoice?

X Yes

[ No

CIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[ No

LIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

[]Yes

[ No

& N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[INo

CIN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 788, Conflict of
Interest Statement, Employee, form?

X Yes

[ No

CIN/A

Remarks:

19. Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

] No

L1 N/A

Remarks

. As necessary or required.

20. Are contract amendment request dollar amounts
increased more than 30%7

X Yes

[] No

] N/A

Remarks:
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21. Is the length of the contract amendment request

Remarks: Our CVIS uniform contract

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alamm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

more than one year? D Yes IZ No D N/A expires in 2010; however, we are
projected to run-out of funds by
1/10/08. We are currently working
toward securing adequate funds to
facilitate uniform needs prescribed in
the current contract.
22. Are amendments requested before the expiration of _
the original contract? XK Yes | [ONo | XIN/A | Remarks:
23. |s a service contract on a CHP 78, Contract Request _
initiated for any commercial meeting/conference [dYes | [INo |[XIN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?
24. Do conference room rental costs exceeding the $500 '
per day limit have pre-approval from Assistant [JYes | [INo |[XN/A | Remarks:
Commissioner, Staff?
25. Are California Department of Justice (DCJ) and .
Federal Bureau of Investigation (FBI) fingerprint [JYes | [ONo | N/a | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not ‘
limited to, all of the following types of agreements, if | [JYes | [ONo | XIN/A REMATkS:

CHP 680F {Rev. 09-08) OPI 010




STATE OF CALIFORNIA
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27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[]Yes

I No

X N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

[ Yes

I No

X N/A

Remarks:

28

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[ No

LIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

X Yes

] No

LIN/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

] Yes

I No

D N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[]Yes

] No

XI N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[]Yes

[ No

X N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[]Yes

] No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

] Yes

[ No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

[]Yes

] No

X N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[] Yes

] No

B N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,

Ch. 4, Section 4.09)

[] Yes

X No

LIN/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Northern Chapter: Three

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Coftonwood IF

COMMAND INSPECTION PROGRAM Inspected by: , Date:
Lieutenant Todd Morrison 10/06/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
[] Division Level [XI Command Level [J Appeal Included
[ Executive Office Level [ Attachments Included
. - Forward to: Commander's Signature: Date:
Follow-up Required: Northern Division . 10/10/2008

Due Date: 11/01/2008 OMV\

[JYes X No

iChapter'Inspection: &

Inspector's Comments Regarding Innovative Practices:

Cottonwood Inspection Facility has not implemented any innovative practices warranting departmental
consideration. Our supervisory staff is encouraged to evaluate methods which enhance management,

control and accountability of procured goods and purchases.

| Command Suggestions for Statewide Improvement:

It is suggested that commanders ensure respective management/supervisory staff are actively involved
with all aspects of procurement and purchasing to reduce waste/costs, and enhance oversight and

accountability thereof.

| Inspector's Findings:

Sergeant Vince Zambrana and Office Services Supervisor Diana Hutchinson assisted with completion of
this inspection. They both share in the responsibility of procurement and purchasing and maintain a
genuine regard for ensuring related policies and procedures are followed.

CHP 680A (Rev. 09-08) CPI1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Chapter: Three

Command: Division: Northern
Cottonwood IF

Inspected by: Date:
Lieutenant Todd Morrison 10/10/2008

[ Commander’s Response:

See Inspector's Findings.

[ Inspector's Comments:

See Inspector’s Findings.

Corrective Action Plan/Timeline

No corrective action required.

CHP 680A (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Northern Chapter: Three
Cottonwood IF

Inspected by: Date:
Lieutenant Todd Morrison 10/10/2008

Page 3

Appeal Process:  (Appeals shall be filed within'five!(5) businiess days of the completed chapterinspection) it Gk Hai

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

Date:

Leadlrym?ﬂi%w 10 - 10 - 03
Date:

Responding Commander's Signature (for appeal):

CHP 680A (Rev. 09-08) OPI 010
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STATE OF { ..IFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | NORTHERN | NORTHERN __ 101
INSPECTION CHECKLIST SUSANNA JENKINS, OSSII | 11/13/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspgctor's Signature: -
(] Division Level Command Level ; , N , (Jd Un
| Wy e~ I
[] Executive Office Level [] Voluntary Self-Inspection 4
j ) .

Follow-up Required: [ Follow-up Inspection | Comiwfander's Signature; / PEtS:

[]Yes X No %&M—A}ﬂ’\— A | pr-20 B
For applicable policy, refer to: HPM 11.1, Chapter 22

1. Isa CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardiess of | X Yes | [JNo | [J N/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time .
services exceeding $4,999.997 X Yes | [INo |[JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command X Yes | [ONo |[JN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. s the performance of contract services monitored '
and documented? Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? Xl Yes | [INo |[]N/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or Yes | [[JNo |[JN/A | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described .
specifically and in as much detail as possible in the Yes | [JNo |[JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, _
including the required documentation and approvals | X] Yes | [ No | [JN/A REMaKS
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

] No

L] N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

1 No

] N/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[1No

O N/A

Remarks;

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

I No

L] N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

Yes

] No

CIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

] No

LI N/A

Remarks:

16.

Is the final invoice identified and approved, as

appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

I No

1 N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

1 No

L] N/A

Remarks:

17,

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

1 No

CINA

Remarks;

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Coniflict of
Interest Statement, Employee, form?

[ Yes

[INo

N/A

Remarks: PER BUSINESS
SERVICES, NOT REQUIRED AT
THIS TIME

19.

Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

[} No

[ N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[]Yes

™ No

[ N/A

Remarks:

CHP B80F (Rev. 038-08} OP1 010




STATE OF CALIFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 3of4

21. Is the length of the contract amendment request
more than one year?

] Yes

X No

O N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

X Yes

] No

1 N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

X Yes

L1 No

I N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

X Yes

] No

I N/A

Remarks;

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

) Avionics Maintenance and Repair

) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

) Janitorial Services

) Consulting Services

Yes

JNo

1 N/A

Remarks:

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

] Yes

X No

L1 N/A

Remarks: NORTHERN DIVISION
DOES NOT CURRENTLY HAVE
ANY VENDORS WORKING ON SITE
FOR OVER 30 DAYS.

CHP 680F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page

4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along X vYes | [INo |[JN/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if .
adverse information discovered is grounds for X Yes | [ONo |[]N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation .
maintained for three vears after the final paymentof | X Yes | [JNo | [J N/A | Remarks :
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? X vYes | [ONo | [ N/A | Remarks:

31. Is a compulter file prepared for all contracts _
administered? Yes | [ONo |[JN/A | Remarks:

32. Is a spreadsheet prepared listing all expenditures? .

Yes D No D N/A Remarks:

33. Is the nofification to the contractor documented for _
the start date for services to begin? Yes | [JNo |[JN/A | Remarks:

34. Is the confractor contacted to determine if all invoices _
have been received in order to oversee the X Yes | [ONo |[]N/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more _
contain detailed performance criteria and a schedule | [ Yes | [JNo | [J N/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor _
Evaluation form for consultant contracts? X Yes | [INo |[]N/A | Remarks:
(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [ONo | [ N/A | Remarks:

38. Are the requirements for Gov-ernment Code Section '
19130 (a) or (b) documented and justified for X Yes | [ONo |[JN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final _

approval and execution of the contract? (SCM Vol.1, | []Yes | X No |[J]N/A | Remarks:

Ch. 4, Section 4.09)

CHP 680F (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM EN(?RLI'JERN NORTHERN I10t1

vaiuate Y. ate:
INSPECTION CHECKLIST SUSANNA JENKINS, OSS Il | 11/13/2008
Chapter 3, Command Procurements Aesistod by: Date:
X-Number Program ' '

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Ingpector’s Signature: 5
Division Level X] Command Level / Z]\C{' Z
[] Executive Office Level ] Voluntary Self-Inspection 4
Follow-up Required: ] Follow-up Inspection Date:
[]Yes X No o 11-20 0%

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? CJYes | XINo | CJN/A | Remarks:

2. Does all X Number file documentation contain the '
STD. 204 Payee Data Record? X Yes | [INo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business X Yes | [ONo | [JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the .
services are performed? XYes | [INo |[JnN/A | Remarks:

5. Are X Numbers issued for a one-time use?

|Z Yes D No D N/A Remarks:
6. Are prohibited services performed using an X '
Number? ] Yes No | CIN/A | Remarks:

7. Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? Yes | [1No | []N/A | Remarks:

8. Are X Numbers issued for telecommunications

related services pre-approved by Xl Yes | [1No | []N/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 Yes | [JNo |[JN/A | Remarks.
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate X Yes | [INo |[JN/A | Remarks:
Assistant Commissioner?

CHP 680E {Rev, 09-08) OP1 010



Page 20f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMN.AND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? X Yes | [ONo | [N/ | Remarks:

12. Do all X Numbers awarded to a small business '
vendor contain the small business certification from X Yes | [JNo | [ N/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number X Yes | [JNo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and .
justify the emergency? X Yes | [ONo |[[JN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command's files? X Yes | [ONo |[JN/A | Remarks:

CHP 680E (Rev. 09-08) OPI 010




Page 10f3
Command: Division: Number:
SE/QZE%ZEC@TL Igg@:\{ﬁFORNIA HIGHWAY PATROL NORTHERN NORTHERN 101
COMMAND INSPECTION PROGRAM Evaluated by: Date:
INSPECTION CHECKLIST SUSANNA JENKINS, OSSH__1 11/13/2008
Chapter 3, Command Procurements
Purchases

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspfctor's Signature:

[] Division Level X] Command Level ' ;
- A= 071
] Executive Office Level ] Voluntary Self-Inspection ) AT
Fo”ow_up Required: Corup!{ander's-Slgﬁéture: Date:
& 3

[]Yes X No ] Follow-up Inspection

C T?’S;—*fwasf&;—“—/—-_ 4 ‘/'\(_.

(- R -5

For applicable policy, refer to: HPM 11.2, Chapter 7

L4

1. Are participants in the procurement process at the

command level familiar with the related policies and Yes | [ONo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received .
procurement training? X Yes | [ONo | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? O Yes No | (] N/A | Remarks:
o Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, '
prepared for commodity items obtainable from Yes | [INo |[]N/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, _
Purchase Requisition? Yes | [JNo | []N/A | Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered '
consecutively, starting anew at the beginning of each | [X] Yes | [ No | [J N/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for X Yes | [INo | [JN/A | Remarks:

approval?

CHP 680C (Rev. 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Purchases

Page 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

L1 N/A

Remarks:

9. Arethe CHP 43, Purchase Requisitions,
competitively bid?

X Yes

] No

LI N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

I No

I N/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

1 Yes

I No

X N/A

Remarks

: Headquarters function

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

] Yes

1 No

X N/A

Remarks

: Headquarters function

13. Do Non-Competitive Bid (NCB) purcirase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

I No

I N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

I No

L1 N/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

1 No

L] N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

1 No

LIN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

1 No

LIN/A

Remarks:

18. Is the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

] No

L1 N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

X Yes

I No

L N/A

Remarks:

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Purchases

Page

30f3

20.

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared”?

X Yes

1 No

1 N/A

Remarks:

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

1 No

O N/A

Remarks:

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

[ No

O N/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

] N/A

Remarks:

24.

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X No

C1N/A

Remarks:

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA Command: Division: Northern Chapter: 3

~ DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Northern
COMMAND INSPECTION PROGRAM Inspected by: . Date:
EXCEPTIONS DOCUMENT Susanna Jenkins, OSSI| 11/13/08 |

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
Jﬁ}‘[ Division Level x Command Leve! [J Appeal Included
[[] Executive Office Level [ Attachments Included

Forward to: Commrahder’s Signature:

Inspector's Comments Regarding Innovative Practices:

Follow-up Required:

[]Yes x No

Due Date:

Chapter Inspection:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

Cal-Card Program: Personnel issued Cal-Cards were found to be in personal possession of their
assigned cards. Policy requires the physical security on the credit Cards./J_),¢
S
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command:

Northern Div.

Northern Division

Chapter: 3

Inspected by:

Susanna Jenkins, OSSI|

11/13/08

| Commander's Response:

| concur with the findings of the evaluator.

| Inspector's Comments:

None.

Corrective Action Plan/Timeline

The office manager was directed to immediately retrieve the cards and ensure they are accessible only
to persons who have purchasing duties. The cards are stored in the Office Services Supervisor's office

in a secure area.

CHP 680A (Rev. 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Northern Chapter: 3
Northern

Inspected by: Date:
Susanna Jenkins, OSSI| 11/13/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

/
f

|

Lead Inspéc rs’Sngnature
;(3 /ﬁéﬂvﬂ_/ Q/ //:.I 7»—“é

Date:

/// %/)Wé/

Resporrdu/g Commander's S|gnatt7'q’ (for appeal):

Date:

-
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STATE OF CALIFORNIA
DEPARTJENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 1 of 2

Command: Division: Number:
NORTHERN NORTHERN 101

Evaluated by: Date:
SUSANNA JENKINS, OSSIi 11/13/2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

A

TYPE OF INSPECTION

Lead Ingpgctor's Signature:

[JYes [X] No

T g AT

" /] ~ _ A /
[] Division Level X Command Level '%%@”& r j‘l@f (3{ 7"
] Executive Office Level ] Voluntary Self-inspection J /
Follow-up Required: ] Follow-up Inspection Comﬁwande;;s”é‘;ﬁi’gnature: Date:

/-2 <5

For applicable policy, refer to: HPM 11.2, Chapter 3

Interest Statement, Employee, form?

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of dYes | [ONo | X N/A

Remarks:Not required at this time.

each vendor utilized”?

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for

X vYes | CONo | CIN/A

Remarks:

utilized?

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor

KvYes | O No‘ CIN/A

Remarks:

utilized?

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor

M Yes | [ONo |[JNA

Remarks:

General Services maintained in the file?

5. If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of

M Yes | [INo | [JN/A

Remarks:

justified?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly

Kves | [ONo | TIN/A

Remarks:

to circumvent transaction purchase limits?

7. Are purchases split into multiple transactions in order

[dves | KINo |JNA

Remarks:

purchase?

8. Does the CHP 317 Cal Card Log fully describe the

X Yes | [ONo | [JNA

Remarks;

Cal Card Log and the receipts/invoices?

9. Are bank statements reconciled with the CHP 317

Yes | [JNo |[JN/A

Remarks:
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STATE OF CALIFORNIA

DEPARTAENT OF CALIFORNIA HIGHWAY PATROL

: Command: Division: Number:
COMMAND INSPECTION PROGRAM | \ORTHERN | NORTHERN | 101
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements SUSANNA JENKINS, OSSI| 11/13/2008
Cal-Card Program Assisted by: Date:

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

N

TYPE OF INSPECTION

Lead Ingpgctor's Signature:

[ Division Level X] Command Level /M%/M\— ?M"W afm
] Executive Office Level (] Voluntary Self-Inspection 1
Follow-up Required: ] Follow-up Inspection Comfhander, ’Sj'gnature: Date:
[JYes [X] No e T - )] -2C -E

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- ‘ _ o
Card program completing the CHP 78S, Conflict of [JYes | [ONo |[XIN/A | RemarksiNotrequired at this time.
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for X Yes | [ONo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained ' .
in the Cal Card command file for each vendor X Yes | [ONo | CIN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor X Yes | [INo | [JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of X Yes | [INo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and .
reasonable method documented and properly Yes | [JNo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [(JYes | XINo | [IN/A IREITISTiSE

8. Does the CHP 317 Cal Card Log fully describe the
purchase? XK Yes | [JNo |[INA Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes | [ONo |[JN/A | Remarks:

CHP 680D (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPART MENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized .
and maintained? B Yes | [INo |[JN/a | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, Yes | O No | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? ST S
emarks:Employee's have
I:l Yes & No L—‘l N/A possession of their CALCards.
14. Are Cal Card purchases pre-approved by the .
commander? X Yes | ONo |[JN/A | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [OYes | X No |[JN/A | Remarks:

CHP 6800 (Rev. 08-08) OPI 010




18/12/2089 13:17 5384735183

'STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP WILLIAMS AREA

PAGE B6/18

Command: Division: | Chapter;
Williams Area | Northem |

Inspected by: Date:

Battina Oldham, Cffice Services Supervisor 11/19/2008

INSTRUCTIONS:; This document shall he typed. Check appropriate boxes as necessary, or filt in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document ghall be utilized to dacument innovatlve practices, suggestians for stalewide
improvernent, identified deficlencies, correclive action plans, and may be used tg appeal findings. A CHP 51 Memorandum may be used if

additional space is required,

TYPE OF (NSPECTION
[ Division Level Command Level

[J Executive Office Level

(O Cortrective Action Plan Included
O Appeal Inciuded
[ Attachments Included

Follow-up Regquired: Farward to:
LY No Due Date:

Inspector's Comments Regarding Innovative Practices:

Commander's Signature:
=iy

Date:
02/03/2009

Chapter Inspection: Command Procurements Contracts/Cal-Card/X-Number/Purchases - iz, i

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

Contracts:

Area has not had the opportunity to utilize the following categories: 3) Office of Primary Interest (OP))
tracking numbering beginning with the requesting command three-digit location code used, followed
“CP" for contract payable listed on the CHP 78; 21) The length of the contract amendment request more
than one year; 22) Amendments requested before the expiration of the original contract; 23) A service
contract on a CHP 78, Contract Request initiated for any commercial meeting/conference room rental
which is expected to exceed $4, 999.99 in total cost; 24) Conference room rental costs exceeding the
$500.00 per day limit have pre-approval from Assistant Commissioner, Staff, 25) DOJ and FBI
fingerprint check and driver license checks conducted for all of the following types of agreements; 26)
Driver license check conducted for, but not limited to, all of the following types of agreements, if the
contractor and/or specifically assigned personnel are scheduled to be on-site for more than 30 days;

CHP EBCA (Rev. 09-08) OPI 010
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18/12/2888 13:17 5384735183 CHP WILLIAMS AREA . PAGE @7/18

' STATE OF CALIFORNIA
OEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

36) The contract file contain the STD 4 Contractor Evaluation form for personal services contracts; 38)
The requirements for Government Code Section 19130 (a) or (b) documented and justified for personal
service contacts.

Cal-Card Program:
Area has not had the opportunity to exercise the following options: 6) When fair & reasonable is utilized,
is the fair and reasonable method documented and properly justified.

X-Number Program:

Area has not had the opportunity to exercise the following options; 3) X Numbers requiring a contract
(ie., janitorial or landscaping) have prior approval from the Business Services Section commander; 10)
X Numbers issued for lapsed contractual agreements have prior approval by the appropriate Assistant
Commissioner.

Purchases:
If there is no State Contract available, Area Purchase Requisitions are competitively bid.

Command: Divisian: Chapter;
Williams Area | Northem 3
Inspectad by: Date:
Bettina Oldham, Office Services Superviser
| Commander's Response: : N

All procurement related activities are being conducted in accordance with Departmental policies and
procedures.

| Inspector's Comments:

| concur.

CHP GBDA (Rav. 05-08) OP 010
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" STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Required Action: None

Carrective Action Plan/Timeline: N/A

Command, Divislan; Chapter:
Williams Northarn 3
Inspected by: Date:
F‘age 3 Beitina Oldham, Office Services Suparvisor 11/19/2008

Appeal Process: (Appeals shall be filad within five (5) businéss days of the completed chapter inspection).

Commander's Basis for Appeal:

CHP 680A (Rev 09-08) OFI Q1D
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| STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

| Appeal Review/Decision: (This shall be the only leve! of appeal). )

7
Lead Inspeglons alure. = Sate: »
\AM fil P —— ,;3// 0/ 200

Re‘spandmg Cbmmanders.‘.'ngn lure (fu appeal); Date:
RSN A 2/ 10/2007
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STAYE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Humboldt Area | Northern Three
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sergeant Hal Rosendahl 03/13/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [C] Corrective Action Plan Included
L] Division Level Command Level ] Appeal Included
[] Executive Office Level [J Attachments Included
Follow-up Required: E%%aer%tgivision ‘ Commander's Signature: Date:
[JYes  XINo Due Date:03/20/2009 q f—) . A " -y o3 lizfeq

Chapter Inspection: Chapter Three - Command Procurements, Contracts, X-numbers, Purchases, Cal-Card

Inspector's Comments Regarding Innovative Practices:

Humboldt Area has not implemented any innovative practices warranting departmental consideration.
Our supervisory staff is encouraged to evaluate methods which would improve command procurement

procedures and accountability.

| Command Suggestions for Statewide Improvement:

Humboldt Area has no suggestions for Statewide improvement.

| Inspector’s Findings: |

~3
Sergeant Hal Rosendahl was the primary inspector and OSSI Kimberly Holland assisted WA completion
of these inspections. They both share in responsibility and oversight of command procure@ntsfamd

have a genuine concern for ensuring related policies and procedures are followed. = m";
T Bl
® OO
g
wn
(5]
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Humboldt Area | Northern Three
Inspected by: Date:
Sergeant Hal Rosendahl 03/13/2009

[ Commander's Response:

See inspector’s findings.

| Inspector's Comments:

See inspector’s findings

euired Action: None requi

Corrective Action Plan/Timeline

CHP 6B0A (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Humboldt Area | Northern Three
Inspected by: Date:

Page 3 Sergeant Hal Rosendahl 03/13/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev 09-08) OPI 010



Command: Division: Number:
STATE OF CALIFORNIA )
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Ukiah Area Northern g :
COMMAND INSPECTION PROGRAM SURINAISG) bYE -
. des, #12165 Oct. 30, 2008
INSPECTION CHECKLIST Sot S aredes Oct
Chapter 3, Command Procurements Captain Ray Madrigal, #9767 Oct. 30, 2008

Purchases

Page ~1of3

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commenied on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any foliow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[ ] Division Level Command Level
[ ] Executive Office Level (] Voluntary Self-inspection

Lead Inspector's Signature:

Conpgphn e din

Follow-up Required:

[ ]Yes X No ] Follow-up Inspection

Commander's Signature:

7«

For applicable policy, refer to: HPM 11.2, Chapter 7

1.

Are participants in the procurement process at the

command level familiar with the related policies and | X Yes | [JNo | [JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received .
procurement training? X vYes | CINo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [JYes | XINo |[JN/A | Remarks:
* Supplies for personally — owned equipment
o Commodities for personal use
e Confirming order
* Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, s
prepared for commodity items obtainable from X Yes | [INo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. s all required information entered on the CHP 43, _
Purchase Requisition? X Yes | [ONo |[JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each | [X Yes | [ No | [[JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods .
forwarded to the Assistant Commissioner, Staff, for Yes | [INo |[JN/A | Remarks:

approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the .
appropriate Division, and/or OPI approvals? Yes | [JNo |[JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, .
competitively bid? Yes | [ONo | [CIN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X Yes | [INo |[JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests -
that limit or restrict the purchase to one specific X VYes | [ONo | [IN/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests .
for items that interface with existing departmental Yes | [JNo |[JN/A | Remarks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests R .
contain the NCB justification and NCB Corrective Yes | [JNo | [JN/A |Remars.
Action Plan documents?

14. Are items checked immediately for content and s
damage when delivered? X Yes | [ONo |[IN/A | Remarks:

15. s the "received copy” of the purchase order _
approved, dated, and forwarded to the Fiscal XK Yes | [JNo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the .
received copy of the purchase order and sent to X Yes | [JNo |[JN/A | Remarks:
FMS?

17. 1s FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as X Yes | [JNo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original “received copy" retained by the .
command for completion and forwarding to the FMS | I Yes | [JNo | [ N/A RS
when the complete shipment is received? .

19. Are Damaged items delivered by common carrier .
acknowledged on the freight bill by the carrier's driver | [ Yes | [JNo | [JN/A RIS,

hefore being accepted?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

[ No

] N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

] No

LIN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. Il, Ch. 11, Topic 4)

Yes

[J No

LI N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
* purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

1 No

[ N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

[]Yes

X No

LI N/A

Remarks:
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STATE OF CALIFORNIA ——

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Corrymand: Division: Number:
COMMAND INSPECTION PROGRAM [ Ukiah Area | Northern 120
INSPECTION CHECKLIST Sergeant Chris Paredes, #12165 | 11/01/08
Chapter 3, Command Procurements Assisted by: Date;
Contracts Officer Marian Holcomb. #12703 11/01/08

Page 1 of 4-

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “"Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

[] Division Level X Command Level 7
[] Executive Office Level [] Voluntary Self-Inspection LW(J@MM
Follow-up Required: 1 Follow-up Inspection ture:

[ ]Yes X No

Commander'sSi/Ei/n/i/'_
T £

Vo 5p

For applicable policy, refer to: HPM 11.1, Chapter 22

1.

Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardiess of
the estimated dollar value?

X Yes

1 No

[ N/A

Remarks:

Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997

[ ] Yes

] No

N/A

Remarks:

Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

X Yes

[ No

LIN/A

Remarks:

Is the performance of contract services monitored
and documented?

[1Yes

X No

LIN/A

Remarks: Currently discussed on flow
charts

Are all copies of correspondence with the vendor
maintained?

Yes

I No

L1 N/A

Remarks:

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

[]VYes

X No

[ N/A

Remarks: Problems are maintained
via e-mail for tracking purposes

{s the final product to be delivered described
specifically and in as much detail as possible in the
CHP 787

X Yes

] No

[ N/A

Remarks:

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

X Yes

[1No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six Remarke:
months from the anticipated start date of the contract | [1Yes | [JNo | [X N/A | "emars:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the Fe:
Department before expiration of contract agreement? | X Yes | [ No | [JN/A REMArS:

11. Are contract services performed according to the ‘o
quality, quantity, objectives, timeframes, and in the X Yes | [ONo | [N/ | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to -
substantiate expenditures for work performed and to Yes | [ONo |[JN/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there ‘s
are sufficient funds to pay for all services rendered X Yes | [ONo | CJN/A | Remarks:
as required by contract?

14. Does the requestor verify the contractor has fulfilled e
all requirements of the contract before approvingthe | [X] Yes | [JNo | [J N/A | Remars:
final invoice?

15. Is the final invoice identified and approved, as -
appropriate and forwarded to Fiscal Management [JYes | [ONo |[XIN/A | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 _
completed? X Yes | [INo |[JN/A | Remarks:

17. Do emergency contracts document and justify a .
sudden, unexpected occurrence that poses a clear X Yes | [JNo |[]N/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management _
of a contract completing the CHP 78S, Conflict of [IYes | [JNo |[X N/A | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's '
performance fully documented in writing and made a | [1Yes | [JNo | [XIN/A REmals
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts o | . a ]
increased more than 30%? O Yes | [INo | N/A | Remares: E—
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request Remarks:
more than one year? (JYes | CONo | DX N/A | Remarks.
22. Are amendments requested before the expiration of -
the original contract? (IYes | [JNo N/A | Remarks:
23. Is a service contract on a CHP 78, Contract Request -
initiated for any commercial meeting/conference [(JYes | CONo |[XIN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost? -

24. Do conference room rental costs exceeding the $500 —
per day limit have pre-approval from Assistant [DYes | [ONo | XIN/A | Remarks.
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint X Yes | [ONo
checks and driver license checks conducted for all of
the following types of agreements:

D N/A Remarks: Janitorial Services

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not _ _ -
limited to, all of the following types of agreements, if | X Yes | [INo | []N/A Eﬁ'girr‘]‘ji‘ti;‘ﬁ;té”gé\rfl?é‘et":;:gr;;n?}%dund
the contractor and/or specifically assigned personnel! Tow Companies
are scheduled to be on-site for more than 30 days:

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair

Elevator Maintenance and Repair

Fire Extinguisher Service

Garage Door Maintenance and Repair

Graphic Arts Equipment Maintenance and Repair
0) Heating, Ventilation, and Air Conditioning Service
11) Laundry/Linen Service

12) Office Machine Maintenance and Repair

13) Painting Services (interior of facility)

14) Plumbing Services

15) Scale Maintenance and Repair

16) Steam Cleaning Services (Carpet, not scales)

17) Telephone Services (celular, sateliite, and regular)
18) Television Equipment Maintenance and Repair

19)Uninterruptible Power Supply Maintenance and Repair

S QOO NO U DSh WN -
P P4 s e -

PR [P iy Sy N Ry p—S
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

« Page

4 0of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[ VYes

L] No

X N/A

Remarks: Automatic

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes

1No

[ N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

) No

L] N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[]Yes

X No

LI N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

X Yes

I No

L] N/A

Remarks;:

32.

Is a spreadsheet prepared listing all expenditures?

[ Yes

X No

] N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin®?

[]Yes

X No

(] N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[]Yes

X No

L] N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Val. |, Ch. 3, Section 3.02.1)

[] Yes

[INo

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. [, Ch. 3, Section 3.02.5)

[]Yes

[INo

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[1No

[ ] N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. [,
Ch. 7, Section 7.05)

X Yes

I No

LI N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[]Yes

X No

I N/A

Remarks:
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

w

Page 10f2

Command: Division: Number:
Ukiah Area Northern 150
Evaluated by: Date:
Sergeant Chris Paredes, #12165 11/01/08
Assisted by: Date:

OSSI| Rachel Schroeder, #A12894 | 11/01/08

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, o fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
"] Division Level

Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead inspector's Signature:

Follow-up Required: [ Follow-up Inspection
[ ]Yes No

e

Commander's Signature:

Date:

/%f/&f"

For applicable policy, refer to: HPM 11.1, Chapter 23

1.

Are multiple X Numbers awarded to the same vendor

Assistant Commissioner?

to circumvent the $4,999 contract limit? [JYes | X No |[ON/A | Remarks:

2. Does all X Number file documentation contain the e
STD. 204 Payee Data Record? X Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers reqguiring a contract (i.e., janitorial or i
landscaping) have prior approval from the Business | X Yes | [JNo | CJN/A P
Services Section commander?

4. Are X Number requests made prior to the date the -
services are performed? X Yes | [ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? '

& Yes D No D N/A Remarks:

6. Are prohibited services performed using an X "
Number? [dvYes | X No |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a -
service and not the purchase of a commodity? X Yes | [JNo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications ‘s
related services pre-approved by Yes | [ONo |[IN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services s
(such as roof repair, electrical) costing over $1,000 Yes | [ONo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual T _
agreements have prior approval by the appropriate Yes | [ONo | [JN/A | Remarks:
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business N
vendor contain three price quotations? Xl Yes | [(INo | [JN/A | Femars

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from X Yes | [ONo |[]N/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number X Yes | [INo | [CIN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and =
justify the emergency? K Yes | [INo | [JN/A | Remarks:

15. s the itemized invoice for each X Number service e
maintained in the command's files? X Yes | [CINo | [JN/A | Remarks:

CIHHP 680E (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL s — T
COMMAND INSPECTION PROGRAM | [y | (oie 150
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements Sergeant Chris Paredes, #12165 11/01/08 |
Cal-Card Program Assisted by: Date:

0SSl Rachel Schroeder, #A12894 | 11/01/08

(&)

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

{nspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[ ] Division Level

X] Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead inspector's Signature:

sttt

Follow-up Required:

[ ]Yes X No

[ Follow-up Inspection

Commander's Signature:

T P

% 20/pg

For applicable policy, refer to; HPM 11.2, Chapter 3

1,

Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of Yes | [INo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications " ‘o
maintained within the Cal Card command file for Yes | [INo | [JN/A | Remars.
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor X Yes | [INo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor Yes | [ONo |[JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, -
is the certification letter from the Department of Xl Yes | [INo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly X Yes | [JNo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order e
to circumvent transaction purchase limits? [OYes | No |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the A
purchase? Yes | [JNo | [JN/A | Remarks:

~ 9. Are bank statements reconciled with the CHP 317 ) ' )
Cal Card Log and the receipts/invoices? [ Yes | [ONo |[JNA | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized .
and maintained? [ vYes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items Er
maintained with the bank statement? Yes | [JNo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices I
document the purchase by listing the commodity, Xl Yes | [INo [[OJN/A | emars
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
& YeS D NO D N/A Remarks:
14. Are Cal Card purchases pre-approved by the -
commander? Yes | [INo | [JN/A | Remarks:
15. Have all cardholders received training on the -
Department's procurement processes? Xl Yes | [ONo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited S
by departmental policy? [DYes | XINo | [C]N/A | Femarks:
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STATE OF CALIFORNIA " Command; Division: ; Chapter:

DEPARTIMENT OF CALIFORNIA HIGHWAY PATRO Ukiah Area Northemn 3

COMMAND INSPECTION PROGRAM Inspected by: Bas
Sergeant Chris Paredes, #12165 11/01/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Iincluded
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level Attachments Included
N Forward to: Commander’s Signature: Date:
Follow-up Required: Northern Division 11/01/08

[ Yes X No

Due Date: 11/01/08

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Ukiah Area’s Command Procurements and policies were very well organized. The staff had a working
knowledge and understanding of the procurement process, as well as those policies related to the
process.

| Command Suggestions for Statewide Improvement: B

None

| Inspector’s Findings:

As stated above, the Ukiah Area’s Command Procurements and policies were very well organized. No
discrepancies were found.
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STATE OF CALIFORNIA o
" DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Smng e EleEES
EXCEPTIONS DOCUMENT A erihem o
Sergeant Chris Paredes, #12165 11/01/08

Page 2

[ Commander’s Response: |

Commander acknowledges and does not dispute the auditor’s findings. Commander will ensure
adherence to the policies and procedures outlined in HPM 22.1, Chapter 3, Command Procurements, as
well as legal statues are followed.

| Inspector's Comments:

None

e uired Action

Corrective Action Plan/Timeline

No corrective action required.

Appeal Process: (Appeals shallbe filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

Not applicable

Appeal Review/Decision: (This shall be the only level of appeal).

Not applicable

SROSR ) —
Lead InspeglogZ Signatgre: [
[t D n d., s0:79206

Responding Commander's Signatur€ (for appeal);
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:
Ukiah Area Northern 3

Inspected by: Date:

Sgt. Chris Paredes, #12165 11/01/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

Not Applicable

| Appeal Review/Decision: (This shall be the only level of appeal)

Not Applicable

Lead Ins; e‘?for lgnal re Date:
_ ‘ﬁ%/ﬁ /9 / 0 &
“Responding Commandér ) S|gnaturé for appeal): B Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 10f4
Command: Number:
Alturas Northern 170-04-08
Evaluated by: Date:
Sergeant Mark Moriarity #11171 | 10/17/2008
Assisted by: Date:

INSTRUCTIONS; Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signalure:
[] Division Level X Command Level :7M ;
[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: [J Follow-up Inspection | Commapderg Fignatyre: - | Date:
[ ]Yes X No ~ i/ i <y’
— e
For applicable policy, refer to: HPM 11.1, Chapter 22 /

1. Is a CHP 78 Contract Request used to initiate all . y
service contracts which are repetitive, regardless of | [ Yes | [INo | X N/A geH“;a;’gsé r’:"h‘;%’(‘jﬂfgt;r’ggg;{'"g a
the estimated dollar value? Headquarters.

2. Isa CHP 78 Contract Request used for one-time .
services exceeding $4,999.997 [OYes | [ONo | X N/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command ClYes | ONo | XIN/A | Remarks:
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored _
and documented? XYes | [ONo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? X Yes | [ONo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | []Yes | [ No | IXIN/A cRr‘;':tzrc;‘?h 't“h‘;“’;’;”;"ze;‘;n";’:;e
non-performance of the vendor? ’

7. Is the final product to be delivered described '
specifically and in as much detail as possible in the OvYes | [ONo | [XIN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, ‘
including the required documentation and approvals | [ Yes | [JNo | XIN/A RENTEIRS:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes

I No

D N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[] No

[ N/A

Remarks:

1.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[l No

CIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

] No

[ N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[]Yes

I No

X N/A

Remarks: Alturas Areas does not
provide payment.

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

I No

[ N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

I No

L1 N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[]Yes

] No

DJ N/A

Remarks: No CHP 78s were Area
generated.

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[]Yes

[ No

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[]Yes

[INo

D] N/A

Remarks: Alturas Area does not
initiate contracts.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

[ Yes

1 No

< N/A

Remarks: No problems were reported
during the previous 12 months.

20.

Are contract amendment request dollar amounts
increased more than 30%7?

[1Yes

[T No

X N/A

Remarks: Not an Area function.

CHP 6B0F (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3 of4

21.

[s the length of the contract amendment reguest
more than one year?

] Yes

[INo

X N/A

Remarks: Length of contract not
negotiated by Area.

22.

Are amendments requested before the expiration of
the original contract?

] Yes

I No

X N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[]Yes

] No

X N/A

Remarks: Alturas Area does not
contract for room rental.

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

] Yes

I No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

[ No

LI N/A

Remarks:

26.

|s a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

) Elevator Maintenance and Repair

) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(

19)Un|nterrupt|ble Power Supply Maintenance and Repair

[]vYes

I No

X N/A

Remarks: No contractors were on-site
for more than 30 days.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along X Yes | [INo |[JN/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if _
adverse information discovered is grounds for K Yes | [INo |[JN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation .
maintained for three years after the final paymentof | [ Yes | [JNo | [JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? X Yes | [INo |[JN/A | Remarks:

31. Is a computer file prepared for all contracts ks GE T ract

H emarks: suspenses contra
administered? D Yes D No & N/A deadlines to renew expiring contracts.

32. Is a spreadsheet prepared listing all expenditures? .

D Yes D No IE N/A Remarks:

33. Is the notification to the contractor documented for .
the start date for services to begin? [JYes | [INo |[XIN/A | Remarks:

34. Is the contractor contacted to determine if all invoices .
have been received in order to oversee the [JYes | [ONo | X N/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more .
contain detailed performance criteria and a schedule | [J Yes | [ No N/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor .
Evaluation form for consultant contracts? ClYes | [INo |XIN/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [JNo |[JN/A | Remarks:

38. Are the requirements for Government Code Section .
19130 (a) or (b) documented and justified for (dYes | (ONo | X N/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final .

approval and execution of the contract? (SCMVol. 1, | [JYes | K No | [JN/A | Remarks:

Ch. 4, Section 4.09)
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11/17/2808 12:38 5302335720 CHP ALTURAS PAGE  B2/02
STATE OF CALIFORNIA Comtmand. Division! Chapter: 4—|
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ' Alturas e e ‘
COMMAND INSPECTION PROGRAM iepesies B . 200 !
EXCEPTIONS DOCUMENT | Sergeant Mark Moriarity #11171 e1

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in tha blanks as indicated. Enter the chapter
number of the inspection in the Chaptar Inspection number. Under "Forward to” enter the next level of command where the document
shall be routed to and its due date. This document shall be Utilized to document innovative practices, suggestions for statewide
impravement, identified deficiencies, corective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION O Corrective Action Plan Included

(7] Division Level Command Level [ Appeal Included

[J Executive Office Level [ Attachments Included

| Forward to: Commander's Sighature; Date:
| Northern Division-
i Chief Hahn

Follow-up Required:

[ Yes X No

Due Date: Nov 1, 2008 .

Inspector's Comments Regarding Innovative Practices:

o Bpnespriale D

| Command Suggestions for Statewide Improvement:

| Inspector's Findings: o
Purchases-
#2- The Acting Area Commander/Approver had not received procurement training.
#9- All CHP 43s are not competitively bid due to a lack of vendors in the rural location. Competitive bids
are obtained where sufficient vendors are available.
#10- CHP 315s are not in use by Area personneél involved in purchases.
#13- No corrective action pian is possible due to limited vendors.

et n I TR T )

Contracts-

#1- All CHP 78s are handled through CHP Headquarters.

#18- Area employees are not associated with the management of contracts,
#21- Alturas Area does not determine the length of contracts.

#23- Alturas Area does not contract for room rental.

CHP 6B/ [Rov. 0B-08) CPI 8470
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CHP ALTURAS PAGE  83/83
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM _ _
EXCEPTIONS DOCUMENT ez Nothern | Tee |
| Inspectad by: Dote: '
Page 2 ' e i Sergeant Mark Moriarity #11171 | 11/17/2008 ‘

| Commander’s Response: |
Purchases-
#2- The Commander/Approver received procurement training on 11/13/2008.
#11- Alturas Area has implemented Use:ofthe CHP 315 for purchases less than $5,000.00.

[ Inspector's Comments:

Corrective Action Plan/Timeline

No further corrective action required.

tE -
wE L
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:

Alturas Northern Three ‘
Inspected by: Date:

Sergeant Mark Moriarity #11171 | 11/17/2008 ‘

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

\ Appeal Review/Decision: (This shall be the only level of appeal).

ad Insp 's Sign re.”

&

Date;

11/17/2008

“Responding Ctyﬂﬁd'cris Signature (for appeb

Date:
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Command: Division: Number:
SITE/;;E?&;\?TL I(F;EE':\ISFORNIA HIGHWAY PATROL Alturas SSPIIE i
Evaluated by: Date:
%gg@g.ﬁgﬁéﬁggggg;orq PROGRAM Sergeant Mark Moriarity #11171 | 10/17/2008
i : Date:
Chapter 3, Command Procurements Assistedby e
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Foliow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signatyre: /‘)
[] Division Level X Command Level
[] Executive Office Level [J Voluntary Self-Inspection
Follow-up Required: _ Qomnig gpalge. -
[]Yes <] No [] Follow-up Inspection - g /0//»7 6 g
For applicable policy, refer to: HPM 11.2, Chapter 7 /

1. Are participants in the procurement process at the .
command level familiar with the related policies and X VYes | [JNo |[JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received

i Remarks: Recent change of
procurement training’ [(IYes | XINo |LINA command, Current reviewer not

trained.

3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [JYes | XINo |[JN/A | Remarks:

e Supplies for personally — owned equipment
e Commodities for personal use

e Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from K Yes | [JNo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. s all required information entered on the CHP 43, '
Purchase Requisition? X Yes | [(INo |[JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered _
consecutively, starting anew at the beginning of each | [X] Yes [ONo | OONA Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for [JYes | [INo
approval?

& N/A Remarks: No expedited requests
were forwarded.

CHP 680C (Rev. 05-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

X Yes

I No

[ N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

[] Yes

I No

X N/A

Remarks: No 43s were located where
bidding was required.

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[]Yes

[ No

X N/A

Remarks: None located

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[1Yes

[JNo

X N/A

Remarks;:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[]Yes

[ No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

] No

N/A

Remarks: None located

14.

Are items checked immediately for content and
damage when delivered?

X Yes

O No

LI N/A

Remarks:

15.

Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[ No

LIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Yes

I No

LI N/A

Remarks:

17.

fs FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

] No

[ N/A

Remarks:

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[1No

LIN/A

Remarks:

10.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[]Yes

[} No

X1 N/A

Remarks: No damaged items
delivered in the last 12 months.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30of3

20.

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting canceliation
of the requisition or deletion of an item, if it is
determined that a commaodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

CINo

LIN/A

Remarks:

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

JNo

CIN/A

Remarks: ltems are suspensed for
follow-up until received.

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

X Yes

1 No

LIN/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

O No

CIN/A

Remarks:

24.

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[]Yes

X No

LI N/A

Remarks:

CHP 680C (Rev. 09-08) OP1010
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CHP ALTURAS P&4GE  B2/82

. Command: Division: Chapter:
gégi%gryr_lgggmmRNlA HIGHWAY PATROL ' Alturas Northarm I Theee _
COMMAND INSPECTION PROGRAM | Inspecied by: o Dale: i
EXCEPT'ONS DOCUMENT . Sergeant Mark Morlarlty #1117 11/1712008 l

| Tt

INSTRUCTIONS: This dacument shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, Under ‘Forward to!”" enter the next level of command where the document
shall be routed to and itz due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space Is required,

FTYPE OF INSPECTION [ Corrective Action Plan Included

(] Division Level [X] Command Level [J Appeal Included

[J Executive Office Level [ Attachments Included

Follow-up Required: | Forward to: Commander's Signature; Date:

Northern Division- -
Cves  ®No Chief Hahn “ﬁf /// ’?/03,

Due Date: Nov 1, 2008 .

Inspector's Comments Regarding Innovative Practices:

ox npeonriae hi

[Command Suggestions for Statewide fmprovement. ' ' ]

| Inspector's Findings: A |
Purchases- '
#2- The Acting Area Commandet/Approver had not received procurement training.
#9- All CHP 43s are not competitively bid due to a lack of vendors in the rural location, Competitive bids
are obtained where sufficient vendors are available.
#10- CHP 315s are not in use by Area personnel involved in purchases.
#13- No corrective action plan is possible due to limited vendors.

Contracts-

#1- All CHP 78s are handled through CHP Headquarters.

#18- Area employees are not associated with the management of confracts,
#21- Alturas Area does not determine the lehgth of contracts.

#23- Alturas Area does not contract for room rental.

CHP 6B/ {Rev. 08-08) CPI 640
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PAGE  83/83
STATE OF CALIFORNIA
DEPARTMENT QF CALIFORNIA HIGHWAY PATROL
CONMAND INSPECTION PROGRAM N
EXCEPTIONS DOCUMENT | Dl Loy |
. Inspectad by: Date! '
Page 2 ' e b e Bergeant Mark Moriarity #11171 | 11/17/2008 l
[ Commander's Response: [
Purchases-
#2- The Commander/Approver received procurement training on 11/13/2008.
#11- Alturas Area has implemented Use:ofithe CHP 315 for purchases less than $5,000.00.
[inspector's Comments: ]

Corrective Action Plan/Timeline

No further corrective action required.

CHP 5824 (Rov. 03:08) OF1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:
Alturas Northern Three

Inspected by: Date:
Sergeant Mark Moriarity #11171 | 11/17/2008

A‘ppeal Process: (-Appeafs--sha” befiledwithinfive (§).business days of the.completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

ead Ins Insp 's Signg Dale:
111712008
Resprmdlng Comr r1der<s Signature {for appeal Dale:

CHP 680A {Rev. 09-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sorrand B oar
COMMAND INSPECTION PROGRAM [ §mmere Nornon o068
INSPECTION CHECKLIST Evaluated by Date:

Chapter 3, Command Procurements
Cal-Card Program

Sergeant Mark Moriarity #11171 | 10/17/2008

Assisted by:

Date:

INSTRUCTIONS: Answer individual items with "Yes" or *"No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall inciude any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

X] Command Level

(] Executive Office Level ] Voluntary Self-Inspection

Lead Inspector's Signature:

2O

j

Follow-up Required:

[ ]Yes X No

] Follow-up Inspection

Matura g z Date

ZOO“’

For applicable policy, refer to: HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
interest Statement, Employee, form?

X Yes

I No

LIN/A

Remarks:

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes

I No

[ N/A

Remarks:

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes

I No

[1N/A

Remarks:

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes

1 No

LI N/A

Remarks:

If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes

[ No

LIN/A

Remarks:

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes

I No

LI N/A

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

[]Yes

> No

L1 N/A

Remarks:

Does the CHP 317 Cal Card Log fuily describe the
purchase?

X Yes

[ No

LI N/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

X Yes

[INo

[ N/A

Remarks:

CHP 680D (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page

2 of 2

10.

Is the CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

] No

LINA

Remarks:

11.

Are credit invoices/receipts for returned items
maintained with the bank statement?

X Yes

] No

LIN/A

Remarks:

12.

Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes

) No

LI N/A

Remarks:

13.

Are Cal Cards maintained in a secure area?

X Yes

[]No

(1 N/A

Remarks:

14.

Are Cal Card purchases pre-approved by the
commander?

X Yes

J No

LIN/A

Remarks:

15.

Have all cardholders received training on the
Department's procurement processes?

X Yes

[ No

CIN/A

Remarks:

16.

Are item(s) purchased with the Cal Card prohibited
by departmental policy?

] Yes

X No

LIN/A

Remarks:

CHP 680D (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA REmIRIE: | S | She |
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : Alturas i i =
COMMAND INSPECTION PROGRAM repecied 5y . o |
EXGEPTIONS DOCUMENT Sergeant Mark Moriarity #11171 | 11/17/2008 i

I I

INSTRUCTIONS: This document shall be typed. Check approprizte boxes as necessary, of fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to” enter the next level of command where the document
shall be routed o and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvemen, identified deficiencies, corrective action plans, and may be used o appeal findings. A CHP 51 Mamorandum may bhe used if
additional space is reguired.

TYPE OF INSPECTION [] Corrective Action Plan Included

] Division Level Command Level [J Appeal Included

(] Executive Office Level [ Attachments Included

Follow-up Required: .| Forward to; | Commander's Signature; Date:

Northern Division- _ |
(] Yes & No i Chief Hahn %’:—7 Y /7/@3,

Due Date: Nov 1, 2008 .

e,

inspector's Comments Regarding Innovative Practices:

e npcoonriae Hi

[Command Suggestions for Statewide Improvement. ‘ ]

[ Inspector's Findings: w3 |
Purchases- '
#2- The Acting Area Commandet/Approver had not received procurement training.
#9- All CHP 43s are not competitively bid due to a lack of vendors in the ru ral location. Competitive bids
are obtained where sufficient vendors are available,
#10- CHP 315s are not in use by Area personnel involved in purchases,
#13- No corrective action plan is possible due to limited vendors.

Contracts-

#1- All CHP 78s are handled through CHP Headquarters.

#18- Area employees are not associated with the management of confracts,
#21- Alturas Area does not determine the length of contracts.

#23- Alturas Area does not contract for room rental.

CHP GBA {Rov. 08-08) CPI G40
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STATE OF CALIFORNIA
DEPARTMENT QOF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Chn. Divsor oo
Inspectad by; Dote:
Pags 2 ' sl Sergeant Mark Moriarity #11171 | 11/17/2008

[ Commander's Response: |
Purchases-
#2- The Gommander/Approver received procursment training on 11/13/2008.
#11- Alturas Area has implemented use:ofithe CHP 315 for purchases less than $5,000.00.

[inspector's Comments: Il

No further corrective action required.

CHP 854 {(Rov. 02-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

| Commander's Basis for Appeal:

Command: Division: Chapter:

Alturas Northern Three ‘
Inspected by: Date:

Sergeant Mark Moriarity #11171 | 11/17/2008 ‘

Appeal Process: (Appeals shall'be filed:within five (5). business days of the completed chapter inspection).

! Appeal Review/Decision: (This shall be the only level of appeal).

Responding Com nder"sSlgnatuLg‘(!gr appeal): z
_\_-H__\_\_""‘—‘—-—._

p .
[lead Inspgetby's Signawire; = - Dale:
. =5 11/17/2008
Date: - B

CHP 680A (Rev. 09-08) OFI 010



INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page Tof2

STATE OF CALIFORNIA
" DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Altlurajb Northern 170-04-08
Evaluated by: Date:

Sergeant Mark Moriarity #11171 | 10/17/2008

Assisted by:

Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level X} Command Level C‘ZQ% _
[] Executive Office Level [] Voluntary Self-Inspection —
Follow-up Required: ] Follow-up Inspection

[]Yes X No

RIS,

For applicable policy, refer to: HPM 11.1, Chapter 23

/.

1. Are multiple X Numbers awarded fo the same vendor _
to circumvent the $4,999 contract limit? [JYes | X No |[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a confract (i.e., janitorial or .
landscaping) have prior approval from the Business | [X Yes | [JNo | [JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X vYes | CINo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? _

[X| Yes D No I:] N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JYes | KINo |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X Yes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by [dvYes | [IJNo | X N/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 X Yes | [INo |[N/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual '
agreements have prior approval by the appropriate XK vYes | (ONo |[JN/A | Remarks:
Assistant Commissioner?

CHP 680E (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

Remarks: No due to a lack of vendors

vendor contain three price quotations? CDYes | XINo | [CINA locally.

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from Xl Yes | [INo |[IN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 ’
Drug Free workplace certification for X Number X Yes | [INo |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and .
justify the emergency? X Yes | [INo |[JN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command’s files? K Yes | [INo |[JN/A | Remarks:

CHP 680E {Rev. 09-08) OP1 010
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CHP ALTURAS PLGE  B2/82
STATE OF CALIFORNIA Command: Division: Chapter. "l
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ! Alturas Northern Three

COMMAND iNSPECTION PROGRAM Inspecied by: Dale: l

1111712008

EXCEPTIONS DOCUMENT | Sergeant Mark Moriarity #1117

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, of fill in the blanks as indicated. Enter the chapter
nmmmﬁmmmmmmmmeQWMHmwmmnmmwlh@r%wwhoeMamemmbthmmmeMmmewwmml
shall be routed 1o and itz due date. This document shall be utilized to decument innovative practices, suggestions for statewide
impravement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Metmorandum may be used if
additional space Is required.

==

TYPE OF INSPECTION [l Corrective Action Plan Included

[ pivision Level Command Level [ Appeal Included

(] Attachments included
| Forward to: Commander's Slgnature Date:

Follgvipl REAHIEE: | | Northern Division- '
DYES @NO i Chief Hahn Lﬁcf //%?/03,
Due Date: Nov 1, 2008

| CHABErINSECHOR & e

[J] Executive Office Level

Inspector's Comments Regarding Innovative Practices:

ox g eanriEe b

| Command Suggestions for Statewide Improvement:

[ Inspector's Findings: L |
Purchases-
#2- The Acting Area Commander/Approver had not received procurement training.
#9- All CHP 43s are not competitively bid due to a lack of vendors in the rural location, Gompetitive bids
are obtained where sufficient vendors are available,
#10- CHP 315s are not in use by Area personnel involved in purchases.
#13- No corrective action plan is possible due to limited vendors.

P A T )

Contracts-

#1- All CHP 78s are handled through CHP Headquarters

#18- Area employees are not associated with the management of confracts,
#21- Alturas Area does not determine the length of contracts.

#23- Alturas Area does not contract for room rental.

GHP GBI/ [Rev, 08-08) CP1 610
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT ;.OI?LE; e | Shapien !
. I_nspet_:ted by Doe:
Page 2 ' vt Sergeant Mark Moriarity #11171 | 11/17/2008 I

[ Commander's Response: |
Purchases-
#2- The Commander/Approver received procurgment training on 11/13/2008.
#11- Alturas Area has implemented use:ofithe CHP 315 for purchases less than $5,000.00.

| Inspector's Comments: |

Corrective Action Plan/Timeline

No further corrective action required,

CHP 5804 (Rov. 03-00} OP1 019
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

| Commander's Basis for Appeal:

Command Division: Chapter:

Alturas Northern Three ‘
Inspected by: Date:

Sergeant Mark Moriarity #11171 | 11/17/2008 ‘

Appeal Process: (Appeals shall'be filed within five (5) business days of the completed chapter inspection).

I Appeal Review/Decision: (This shall be the only level of appeal).

r

r——— e e e,

|__ ad Insp 's Signgkare: o

Dale: - -
11/17/2008

‘ Responding Ccy&ndeﬁs Signalure (for appeal): \

Dale

CHP 680A (Rev. 08-08) OPI 010
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c d: Clear Lak Division: North
STATE OF CALIFORNIA omman ear Lake ivision: Northern

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Number:

COMMAND INSPECTION PROGRAM Evaluated by: Sergeant D. Stark, #12053

INSPECTION CHECKLIST

Date; 10/07/08 v

Chapter 3, Command Procurements

Assisted by:

Date:

Purchases

ik,

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy, \\\
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature: = >
- e
] Division Level Command Level W
[_] Executive Office Level ] Voluntary Self-Inspection
Follow—up Required: Commander's Signature: Date:
[] Yes No [] Foliow-up Inspection | \\ \ _ .
= AN it /a2 o

For applicable policy, refer to: HPM 11.2, Chapter 7

\_‘-__._

1. Are participants in the procurement process at the I N———
o 0 Al 7 emarks: caundra Lumbert, i
command level fammar.WIt’r; the related policies and Yes | [JNo | JNA Sergeant B, Holcomb: Jirm Coonley.
procedures for purchasing? Auto Tech
2. Have Approvers/reviewers of purchases received .
procurement training? Yes | [ONo | [JN/A | Remarks: uly 2008
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? OvYes | X No | [JN/A | Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, _ -
prepared for commodity items obtainable from M vYes | [ONo | [JNA E:::jaf:)krséf;aprzzztzJsglli’fs't'ons are
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, _
Purchase Requisition? X Yes | [JNo | [ N/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each | X Yes | [ No | [J N/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods ,
forwarded to the Assistant Commissioner, Staff, for X Yes | [JNo | [JN/A | Remarks:
approval?

CHP 680C (Rev 03-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 20f3

Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OP! approvals? Yes | [JNo | [JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, Remarke: Cloar Lake | |

e 3 " emarks. ear Lake s a rural area
competitively bid? Yes D e D N/A When a single bidder was used, a
justification was submitted

10. Does the CHP 315, Price Comparison Worksheet, _
document at least two price quotations? X Yes | [INo | [JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific Yes | [ONo | N/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests . o
for items that interface with existing departmental OvYes | TINo [ [X:N/A | Remarks: No instances in file.
eguipment in compliance with SAM 3556.3?

13. Do Non-Competitive Bid (NCB) purchase requests B markeatne ineh R 8 in T

: H B B H emarks: One instance o In tile
contain the NCB justification and NCB Corrective Kves | CINo |LINA|TT &M Look. NCB Justfication was
Action Plan documents? attached.

14. Are items checked immediately for content and _
damage when delivered? K Yes | [ONo |[JN/A | Remarks:

15. Is the “received copy” of the purchase order S —
approved, dated, and forwarded to the Fiscal K Yes | [ONo | [ N/A e?l\?lé s 0”(‘1'”'3 e ;”l SrEaics
Management Section (FMS), Account Payable Unit, © sEmE S seaeven:
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the _
received copy of the purchase order and sent to X Yes | [JNo |[JNja | Remarks:

FMS?

17. Is FMS provided a photocopy of the purchase order '
-and any approved freight or packing slips as Yes | [JNo | [ N/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy” retained by the _ -
command for completion and forwarding to the FMS | X Yes | [JNo | [J N/A | Remarks
when the complete shipment is received?

19. Are Damaged items delivered by common carrier _ ,
acknowledged on the freight bifl by the carrier's driver | X Yes | [JNo | [J N/A | Remarks: New sergeants lockers

before being accepted?

were delivered damaged in 2007.
Carrier did not note damage on
freight bill. This was caught by Area
and brought to carrier’s attention.

CHP 680C (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 3of3

Purchases

20. Is Purchasing Services Unit (PSU) notified S
immediately by telephone, foliowed in writing either Yes | [ONo | [ON/A S_ma”rks‘ followed in writing by
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and o )
investigated to ensure the orders are not opened for | X Yes | [INo | [J N/A iirr:‘if;'r‘s&Lh'so‘gg’”&”nﬂggt_ <he
an unreasonable length of time. (SAM 8422.0) keeps a “per};ding" file at her desk.

22. Are copies of the purchase requisitions and purchase '
orders maintained for three years after payment? K vYes | ONo | [0 N/a | Remarks:

(SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail Remarkes: G ¢ ustifiat
documenting the basis of the decisions made forthe | (X Yes | [JNo | [J N/A | Remarks: Lopy G1]HSiToanon
purchase? (SCM Vol Il Ch. 2, Topic 11) retained at Area (CHP 43/215)

24. Are purchase orders split to evade competitive ) .
bidding requirements or to circumvent the CvYes | XNo | [JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

CHP 6B0C (Rev 09-08) OP1 010
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STATI'E OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Clear Lake | Division: Northern Number: —|
COMMAND INSPECTION PROGRAM e A—— -

. t D. St \ :
INSPECTION CHECKLIST valuated by: Sergean arl Date: 10

Chapter 3, Command Procurements
X-Number Program

Assisted by: Date:

P

/ iq{\\j
G
INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with polib{ \\'\,)
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead inspector's Signature: )
'/'”_‘~
(] Division Level Command Level / JMC’/

] Executive Office Level ] Voluntary Self-inspection
Follow—up RGQUiFEdZ D Follow-up Inspection Commander's\Signature: Date:
[]Yes X No NN 16 /357 O X
N\ ~—

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? ] Yes No | [JN/A | Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business X Yes | [JNo |[JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the .
services are performed? Yes | [JNo | [ N/A | Remarks:

5. Are X Numbers issued for a one-time use? '
Yes D No D N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JYes | XINo |[]N/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? Yes | [INo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications

related services pre-approved by Yes | [JNo |[JN/A | Remarks
Telecommunications Section?

9. Do X Numbers used for facilities related services

(such as roof repair, electrical) costing over $1,000 X Yes | [JNo | [JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate X Yes | [ONo |[JN/A | Remarks:
Assistant Commissioner?

CHP 6BOE {Rev 0$-08) OP) 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
X-Number Program

Page

20of2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? K Yes | [ONo | [JN/A | Remarks:
12. Do all X Numbers awarded to a small business
vendor contain the small business certification from Yes | {ONo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the filte documentation contain the STD. 21
Drug Free workplace certification for X Number X vYes [ [JNo | [JNA | Remarks:
vendors?
14. Do emergency service X Numbers document and .
justify the emergency? Yes | (ONo | [ON/A | Remarks:
15. Is the itemized invoice for each X Number service
maintained in the command'’s files? Yes | [ONo | [JN/A | Remarks:

CHP 680E (Rev 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 1of4

Command: Clear Lake

Division: Northern

Number:

Evaluated by: Sergeant D. Stark, #12053

Date: 10/14/2008

Assisted by:

Date:

\\
ally

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy".\a \-)
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such J
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

T\\

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

(] Division Level

] Executive Office Level

Xl Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

z

g

(] Follow-up Inspection

FO“OW-Up Required: Commander's Signature: Date:
N .
(] Yes X No AN 16~ 3% /WX
For applicable policy, refer to: HPM 11.1, Chapter 22 B
1. Isa CHP 78 Contract Request used to initiate all . )
service contracts which are repetitive, regardiess of Yes | [JNo | JN/A tRemarkS' kst enes femexiansian e
. ow contract.
the estimated dollar value?
2. s a CHP 78 Confract Request used for one-time .
services exceeding $4,999.997 Yes | [JNo |[JN/A |Remarks:
3. Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command JYyes | [JNo N/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787
4. Is the performance of contract services monitored Remarks: Araa - "
] emarks: Area s responsibliity as o
and documented? Yes D No D N/A 7/08. Previously, this was Contract
Services Unit (CSU) responsibility.
5. Are all copies of correspondence with the vendor _
maintained? X Yes | [INo | [JNA | Remarks:
6. Are letters for contracts documented and maintained 1 . :
which outline any problems related to substandard or | <] Yes | [ No | [JN/A | Remarks:
non-performance of the vendor?
7. s the final product to be delivered described '
specifically and in as much detail as possible in the Yes | [JNo |[[JN/A | Remarks:
CHP 78?
8. Are all required levels of approval/signature obtained, _ -
including the required documentation and approvals | X Yes | [JNo |[JNA | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F {Rev 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 20f4

9. Are requests for contract services less than six

months from the anticipated start date of the contract Yes | TINo | [ON/a | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the .
Department before expiration of contract agreement? | X Yes | [JNo | [JN/A | Remarks:

11. Are contract services performed according to the .
quality, quantity, objectives, timeframes, and in the X Yes | [ONo |[[JN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performed and to Yes | [ONo | [ON/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there Rorrales: Miecl m ;

G R "2 emarks: Area s responsiblility as o
are suff!cnent funds to pay for all services rendered Yes | [ONo |[JN/A 7108. Previously, this was CSU's
as required by contract? responsibility.

14. Does the requestor verify the contractor has fulfilled T —— "

q . i Of's are paid on
all requirements of the contract before approving the Yes | (ONo |N/A mi’:]"tirlysbas?s"' Lol
final invoice? instances of contractor's not fulfilling

requirements of contracts.

15. Is the final invoice identified and approved, as _
appropriate and forwarded to Fiscal Management K Yes | [JNo | [JN/A | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 .
completed? Yes | [INo | [JN/A | Remarks:

17. Do emergency contracts document and justify a .
sudden, unexpected occurrence that poses a clear Yes | [ONo | [JN/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18 Are all employees associated with the management _
of a contract completing the CHP 78S, Conflict of XvYes | INo | [JN/A | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's _
performance fully documented in writing and madea | X Yes | [1No | LI N/A Remarks:
part of the contract manager’s contract file?

20. Are contract amendment request dollar amounts _
increased more than 30%? [OYes | [ONo | X N/A | Remarks:

CHP 680F (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 3of4

21. Is the length of the contract amendment request
more than one year?

] Yes

X No

[J N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

] Yes

X No

LI N/A

Remarks:

23. |s a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

] Yes

[JNo

X N/A

Remarks: There were no instances
encountered by Area

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

] Yes

I No

N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

[ No

[ N/A

Remarks: Area Janitor

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

} Alarm and Fire Alarm Monitoring

) Camera Maintenance and Repair

) Carpet Installation

) Diesel Generator Maintenance and Repair

) Dishwasher Maintenance and Repair

) Elevator Maintenance and Repair

) Fire Extinguisher Service

) Garage Door Maintenance and Repair

) Graphic Arts Equipment Maintenance and Repair
0) Heating, Ventilation, and Air Conditioning Service
1) Laundry/Linen Service

2) Office Machine Maintenance and Repair

3) Painting Services (interior of facility)

4) Plumbing Services

5) Scale Maintenance and Repair

6) Steam Cleaning Services (Carpet, not scales)

7) Telephone Services (cellular, satellite, and regular)
8) Television Equipment Maintenance and Repair

{19)Uninterruptible Power Supply Maintenance and Repair

X Yes

] No

L1 N/A

Remarks: Area Janitor

CHP 680F (Rev 09-08) OP1 010




STATE QF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Contracts

Page 4o0f4

27.

Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along X Yes | [ONo | CJN/A | Remarks:
with the contract number for retention after
Commander review?
28, Is CSU advised by the command to determine if .
adverse information discovered is grounds for X Yes | [ONo | [JN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?
29. Are all invoices, records, and relevant documentation .
maintained for three vears after the final payment of Yes | [JNo | JN/A | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities B e AchiThelliTad ot
emarks: AClivilies listed In contract,
related to the contract? D Yes ‘Z No D N/A no log sheet to verify activities being
performed (i.e. Janitor activities)
31. Is a computer file prepared for all contracts = T —
= N emarkKs: As O when Area
administered? Yes D No D N/A assumed CSU responsibilities.
32. Is a spreadsheet prepared listing all expenditures? _
Yes D No D N/A Remarks:
33. Is the notification to the contractor documented for .
the start date for services to begin? Yes | [ONo |[[JN/A | Remarks:
34. Is the contractor contacted to determine if all invoices _
have been received in order to oversee the X Yes | [ONo |[JN/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more .
contain detailed performance criteria and a schedule | [] Yes | [JNo N/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor _
Evaluation form for consultant contracts? [(JYes | [INo N/A, || Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the ‘
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [JNo | [JN/A | Remarks:
38. Are the regquirements for Government Code Section
19130 (a) or (b) documented and justified for Yes | [ONo | [ N/A | Remarks
personal service contracts? (GC 19130 & SCM Val. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final .
approval and execution of the contract? (SCM Vol. 1, | [ Yes | KINo | [JN/A | Remarks:

Ch. 4, Section 4.09)

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND lNSPECTION PROGRAM Command: Clear Lake | Division: Northern Number:
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program Assisted by:

Evaluated by: Sergeant D. Stark, #12053 Date: 10/14/08

Date:

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such Q
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command. Q
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

7/
1/ A\

TYPE OF INSPECTION

Lead Inspector's Signature: -
] Division Level Command Level / =5 ’//,)/é/

] Executive Office Level [ Voluntary Self-Inspection
FO“OW—Up Required: D Follow-up Inspection Commander's Signature: Date:
[ ]Yes X No M\ Y e ILTPAS Y

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [INo | [JN/A | Remarks: Currentfor OSS1 Lumbert

Interest Statement, Employee, form? and J.,Coonley, Auto Tech, 10/6/08
2. Are STD. 21 Drug Free Workplace ceriifications _
maintained within the Cal Card command file for X Yes | [JNo |[JN/A | Remarks:

each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor Yes | [INo | []N/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board

Form 74 documents maintained for each vendor [JYes | XINo |[JN/A | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized,

is the certification letter from the Department of X Yes | [ONo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly X VYes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? Yes | K No |[JNA | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the . .
purchase? Yes CINo | [ N/A Remarks:

9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X vYes | [ONo |[JN/A | Remarks:

CHP 680D (Rev 08-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 2 0f2

10. Is the CHP 317 Cal Card Log properly authorized A
and maintained? X Yes | [JNo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [ONo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity, Yes | [ONo | [JN/A | Remarks:
guantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area”
Yes D No D N/A Remarks: Personally carried
14. Are Cal Card purchases pre-approved by the .
commander? Yes | [JNo | [JN/A | Remarks:
15. Have all cardholders received training on the '
Department's procurement processes? XK Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? X Yes | [JNo | [JN/A | Remarks:

CHP 680D (Rev 08-08) OP| 010




STATE OF CALIFORNIA Command: Ciear Lake | Division: Northern Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Inspected by: Sergeant D. Stark, #12053 Date: 10/18/08
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

A

TYPE OF INSPECTION [J Corrective Action Plan included
L] Division Level [X] Command Level

[] Appeal included

] Executive Office Level [ Attachments Included

Forward to: Commander's Signature: Date:

Follow-up Required:

] Yes X No

Due Date:

{5

\, NS 18 /3% /v

imand Procurements

Inspector's Comments Regarding Innovative Practices:

Area is currently utilizing standard practices.

| Command Suggestions for Statewide Improvement:

Regarding Contracts: It was discovered that Area must continuously contact Accounting via telephone to
ensure contract invoices have been paid. It would be helpful if Accounting would immediately notify
areas via e-mail when contracts are paid.

Regarding Cal-Card Programs: It was discovered that the Office Manager must obtain the Area
Commander's approval in order to purchase office supplies necessary for the day-to-day operation of
the command. It would expedite the process if the Office Manager could approve such purchases.

| Inspector’s Findings:

Suggestion regarding Contracts (Item 30): A log sheet is not maintained for a diary of activities related
to the contract. Area currently has five (5) contracts in use. While a log may not be practical for every
contractor, it would be useful for the Janitorial and Landscape Maintenance service contracts to ensure
daily, weekly, and monthly activities are being performed.

CHP 680A (Rev 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command: Clear Lake | Division: Northern Chapter: 3
COMMAND INSPECTION PROGRAM
EXCEPT|ONS DOCUMENT Inspected by: Sergeant D. Stark, #12053 Date: 10/18/08
Page 2

| Commander’s Response:

R MU BATY T CONTCARE  La T TaE SuNTTWN .

| Inspector's Comments: |

Saundra Lumbert, OSS1, was found to be very knowledgeable and capable carrying out her duties as it
relates to Command Procurements. No deficiencies were noted.

'e uired Action:

Corrective Action Plan/Timeline: N/A

Toll SEAVICRS PAXTIRMRT BR MATNTROANIE, VRSN |

CHP 6B0A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Clear Lake | Division: Northern Chapter: 3

Inspected by: Sergeant D. Stark, #12053 Date: 10/18/08

Page 3

Appeal Process: (Appeals shall befiled within five (5) business days of the completed.chapter inspection).

Commander's Basis for Appeal:

l Appeai Review/Decision: (This shall be the only level of appeal).

Date: 10/18/08

Responding Commander's Slgnature (for appeal) Date:

CHP 680A (Rev 09-08) OPI 010




RDZP 00006 05/02/08 08.08.57
CHP2 00002 05/02/08 08.08.49

N 085 ALL COMMANDERS
05-02-08 0808 DST

MIS COMM~-NET MESSAGE
5-1-08
ALL COMMANDS

SUBJECT: CHANGE IN APPROVAL PROCESS FOR SERVICE/COMMODITY REQUESTS - ACTION
REQUIRED '

EFFECTIVE IMMEDIATELY, SERVICE/COMMODITY REQUESTS THAT PREVIOUSLY REQUIRED
ASSISTANT COMMISSIONER STAFF (ACS) APPROVAL NOW REQUIRE APPROVAL OF THE
APPROPRIATE ASSISTANT COMMISSIONER.

IN ADDITION, ALL SOLE SOURCE/SOLE BRAND REQUESTS NOW REQUIRE DIVISION CHIEF
APPROVAL, AND IF NECESSARY, THE APPROPRIATE OFFICE OF PRIMARY INTEREST (OPI)
CHIEF APPROVAL. THESE APPROVALS ARE IN ADDITION TO THE REVIEW AND APPROVAL OF
THE CHIEF, ADMINISTRATIVE SERVICES DIVISION, THE APPROPRIATE ASSISTANT
COMMISSIONER AND THE DEPUTY COMMISSIONER. THIS SAME REVIEW AND APPROVAIL
PROCESS WILL BE UTILIZED FOR ALL REQUESTS TO DEVIATE FROM OR PROVIDE AN
"EXCEPTION" TO EXISTING PROCUREMENT POLICY.

BUSINESS SERVICES SECTION (BSS) PROCUREMENT WILL NOT PROCESS REQUESTS THAT DO
NOT HAVE THE NECESSARY APPROVALS AS OUTLINED ABOVE. THESE REQUESTS WILL BE
RETURNED TO THE REQUESTING DIVISION FOR THE REQUIRED APPROVALS.

THE CONTENT OF THIS COMM-NET WILL BE INCLUDED IN FUTURE REVISIONS OF THE
AFFECTED CHAPTERS IN HPM 11.1, ADMINISTRATIVE PROCEDURES MANUAL, AND HPM 11.2,
MATERIALS MANAGEMENT MANUAL.

IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT MS. TERRI ANDERSON, PROCUREMENT
MANAGER, AT (916) 375-21009.

CHP HDQTRS/OFFICE OF THE COMMISSIONER

001.070.A13647/JC



RDZP 00055 06/20/08 16.15.33
CHP2 00002 06/20/08 16.15.27

N 178 ALL COMMANDERS
06-20-08 1615 DST

MIS COMM-NET MESSAGE
6-20-08
TO: ALL COMMANDS

SUBJECT: PURCHASE REQUISITION NUMBERING

IN ACCORDANCE WITH HPM 11.2, CHAPTER 7, PURCHASES, ALL PURCHASE REQUISITIONS
SHALL BE NUMBERED SEQUENTIALLY, STARTING ANEW AT THE BEGINNING OF EACH FISCAL
YEAR (E.G., XXXPR8001] AND XXXPR8002).

WHEN THE NEW REQUISITION DELIVERY SYSTEM (REDS) IS DEPLOYED, IT WILL
AUTOMATICALLY ASSIGN REQUISITION NUMBERS CONSECUTIVELY FOR EACH COMMAND
STARTING WITH "001." BECAUSE THE DEPLOYMENT WILL NOT BE OCCURRING AT THE
BEGINNING OF THE FISCAL YEAR, HARD COPY REQUISITIONS (FORM CHP43) WILL BE USED
IN THE INTERIM. TO AVOID DUPLICATING REQUISITION NUMBERS, HARD COPY
REQUISITIONS SHALL BE NUMBERED SEQUENTIALLY, BEGINNING WITH 500. FOR EXAMPLE,
THE FIRST HARD COPY REQUISITION SUBMITTED BY ADMINISTRATIVE SERVICES DIVISION
(070) IN 2008-09 WILL BE NUMBERED 070PR8500, THE SECOND, 070PR8501, ETC.

COMMANDS WITH FISCAL YEAR 2008-2008 HARD COPY REQUISITIONS ALREADY SUBMITTED
SHALL MAKE THE APPROPRIATE CHANGES IN THEIR FILES AND NOTIFY THEIR ARMS
COORDINATOR (IF APPLICABLE) AND PURCHASING SERVICES UNIT OF THE REVISED
NUMBER .

THE HPM 11.2, CHAPTER 7, PURCHASES, WILL BE UPDATED TO REFLECT THESE CHANGES.
IF YOU HAVE ANY QUESTIONS OR NEED ADDITIONAL INFORMATION REGARDING THIS
CHANGE, PLEASE CONTACT GREG BROWN AT 916-375-2732. '

CHP HDQTRS/ADMINISTRATIVE SERVICES DIVISION
70.A09263/JC



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2
“Command: Division; Number: =
Yreka Area Northern
Evaluated by: Date:
Sgt. K. Pritchard 03-30-2009
Assisted by: Date:
OSS I Lynn Terry 03-30-2009

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

" CHP 680D (Rev 09-08) OPI 010

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Command Level
Executive Office Level Voluntary Self-Inspection -
- L Voluntary Selfinspection | 7 e 4 | Ser
FoIIow-up Required: ] Follow-up Inspection mand r's Sigpature: Date: (
[ ]Yes X No ~.,._,?,/ 4(C fo o
For applicable policy, refer to: HPM 11.2, Chapter 3 Q)

1. Are all employees associated with the use of the Cal- '
Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for X Yes | [INo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained Remarks:
in the Cal Card command file for each vendor X Yes | [JNo | CJN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor X Yes | [JNo |[JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of [(dYes | [INo | XIN/A Eirgzrﬁéted
General Services maintained in the file? ’

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly X Yes | [JNo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [JYes | X No |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the - '
purchase? X Yes | [JNo |[JNA | Remarks:

9. Are bank statements reconciled with the CHP 317 '
Cal Card Log and the receipts/invoices? X vYes | [INo | [JN/A | Remarks:

10. Is the CHP 317 Cal Card Log properly authorized

i Remarks: ]




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

and maintained? Yes | [JNo | [IN/A
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices I
document the purchase by listing the commodity, [JYes | [INo | XIN/A | Remarks: Lo
quantity, and unit price of the item(s) purchased on Al PUICRETES WEke] i Sizet:
the bank statement.
13. Are Cal Cards maintained in a secure area? .
Yes I:I No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? X vYes | [ONo | [JN/A | Remarks:
15. Have all cardholders received training on the '
Department's procurement processes? X Yes | [ONo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? CJYes | X No |[JN/A | Remarks:

CHP 680D (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 1of3
Command: . Division: o Number:
FPEAL AL TES PN
Evaluated by: Dale:

ol sd

TE A e i AN SeZ JEFZ

SD-EO- FADE

2
Assisled by:
CopfFitrde TE 7z falOA /e pes

Dale:
- Te- Took

INSTRUCTIONS: Answer individual ilems with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documenled on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspeclion” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

-

[] Division Level [Z‘/Command Level

[] Executive Office Level

] Voluntary Self-inspection

Lead Inspeclor's Signalure:

M-’“"“"W

Follow-up Required:

[]VYes &4 No

[] Follow-up Inspection

Commander's Signature:

A\ e -

Dale: |
S Iu |of)

[ M
TEWe Fr peved S (ulcth

For applicable policy, refer to: HPM 11.2, Chapter 7

procedures for purchasing?

1. Are participants in the procurement process at the
command level familiar with the related policies and

L N/A

Remarks:

procurement training?

2. Have Approversireviewers of purchases received

] Yes LI N/A

WO FpRro -t TEGIA NS
Remarks:

Requisitions?

» Commodities for personal use
»  Confirming order
* Purchases via the internet

3. Are prohibited items procured on CHP 43, Purchases

¢ Supplies for personally — owned equipment

[ Yes ) N/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,

prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

[IYes

O No

LIN/A

Remarks: 7 sz, o7t A5
srfe vesetrp Y Hem 2
L g PV T

Is all required information entered on the CHP 43,
Purchase Requisition?

~
Yes

] No

LIN/A

Remarks:

Are the CHP 43, Purchase Reguisilions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

~
[M'Yes

1 No

L] WA

Remarks:

Are expediled requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

B/Yes

[ ] No

LI N/A

Remarks:

CHP GBOC {Rev, 09-08) OP{ 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 20f 3

Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

] No

O NIA

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

[JNo

L] NIA

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

LI NA

CHFPEIS 5 T
Remarks: & rp a7 g 22 o
09 1o TP IA ESE [ HENED,

R R iy i Sl A e A

1.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

LI N/IA

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

E{es

I No

LI N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

] Yes

I No

M{\J/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

[INo

LI NA

Remarks:

licH

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

I No

LI N/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

[ No

LI N/A

Remarks:

17.

Is FMS provided a pholocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

[J No

LI N/A

Remarks:

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

I No

CIN/A

Remarks;

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepled?

I No

VI N/A

Remarks:

CHP 6B0C (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page

3of3

20. Is Purchasing Services Unil (PSU) notified

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, il it is
determined thal a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[] Yes

[ No

I_VJ/N/A

Remarks:

21

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

E’J/Yes

[ ] No

L N/IA

Remarks:

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

ya
Yes

[] No

LI N/A

Remarks:

23.

Are decisions documented to create a paper frail
documenting the basis of the decisions made for the
purchase? (SCM Vol il Ch. 2, Topic 11)

] No

LI N/A

Remarks:

24,

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

@/No

LI N/A

Remarks:

CHP 680C (Rev 09-08) OP| 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . - -

ommand: ivision: Number:
COMMAND INSPECTION PROGRAW P Ll e
INSPECTION CHECKLIST Evalialed by. Dalo.
Chapter 3, Command Procurements T A St s SET B 0 - 20 ZagE
Cal-Card Program Assisled by ’ ’ Dale:

Ly L AL 1O ST f -T2 e

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the blanks as indicaled. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via ihe "Remarks"” seclion. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the nex! level of command.
Furthermore, the Exceplions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient ilems need to be re-inspected.

TYPE OF INSPECTION

(] Division Level [E?’érommand Level

[] Executive Office Level

] Voluntary Self-Inspection

Lead Inspeclor's Signature:

. pieitoL ot

Commander's Signature:

Follow-up Required:

B Yes

[ Follow-up Inspection

[ JNo

Date: )
= 1‘2,1 L—'a&,

For applicable policy, refer to: HPM 11.2, Chapter 3

S

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflict of E(Yes CINo | [JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications v & BLEEEE S A
maintained within the Cal Card command file for [Jves | MNc | [INA ﬁgﬂf/'ff‘&’ = "7-’39"""’“;
each vendor utilized? _ éaf,””zz”;‘,:f; e

3. Are STD. 204 Payee Data Record forms maintained yd .
in the Cal Card command file for each vendor M Yes | [JNo |[JN/A | Remarks
utilized?

4. Are California Integrated Waste Management Board / LmpleteT NV EWER
Form 74 documents maintained for each vendor M ves | (M'No |TINA Remarks: @2z gz e vt o srélsf
utilized? A 4P o gl A

SO P 1o p 2 Err? EAL T

5. |f the vendor is a small business or DVBE is utilized, F_’]/ _
is the certification letter from the Department of Yes | [JNo |[JN/A | Remarks:
General Services maintained in the file?

6. When lair and reasonable is utilized, is the fair and / '
reasonable method documented and properly 1Yes | [JNo N/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order / .
lo circumvent transaction purchase limits? (JYes | [MNo |[JN/a | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the ‘
purchase? E’l'/‘\’es [(JNo | [N/ | Remarks:

9. Are bank statements reconciled with the CHP 317 [E( .

Cal Card Log and the receipts/invoices? Yes | [JNo |LINA I S3

CHP 680D (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Pa

ge 20f2

10. Is the CHP 317 Cal Card Log properly authorized /

and maintained? MvYes | [ONo | [JNA | Remarks:
11. Are credit invoices/receipts for returned items P

maintained with the bank statement? MYes | CONo | [ N/A | Remarks:
12. Do non-ilemized purchase receipts/invoices

document the purchase by listing the commodity, IYes | (ONo |[JNA | Remarks:

quantity, and unit price of the item(s) purchased on

the bank statement.
13. Are Cal Cards maintained in a secure area” /

V| Yes D No D N/A Remarks:

14. Are Cal Card purchases pre-approved by the [Z(

commander? Yes | (ONo |[JN/A | Remarks:
15. Have all cardholders received training on the /S Ne Fpp Roal o TR boe o0l

Department's procurement processes? [JYes | MNo [[JnNA | Remarks:
16. Are item(s) purchased with the Cal Card prohibited /

by departmental policy? [JYes | [MNo |[INA | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 10f2
Command: Division: Number
LLLEHE AL TH I
Evalualed by: Dale:
=L A Lot e an2B | SE-Fo ook
Assisled by: ' ’ Dale:
Epenrgatis S o ahmal fe, CXSL T A Sy ~Ppa

INSTRUCTIONS: Answer individual ilems with "Yes” or "No" answers, or fill in the blanks as indicaled. Any discrepancies with policy,
applicable legal stalues, or deficiencies noted in the inspeclions shall be commented on via the "Remarks” seclion. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed o the nexl level of command,
Furthermore, lhe Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspeclion, the "Follow-up Inspection” box shall be marked and only deficienl items need to be re-inspecled.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Command Level
e
[] Executive Office Level ] Voluntary Self-Inspection éﬁ—ﬂﬁ"g" ‘St SRy
FO”OW—Up Required: D Follow-up Inspection Commander's §ignature: Date: )
[]Yes N No R vl Ve g
s '3 \
For applicable policy, refer to: HPM 11.1, Chapter 23 K '

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? 7 Yes No | [JN/A | Remarks:

2. Does all X Number file documentation contain the A _
STD. 204 Payee Data Record? Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business IZ(Yes CINo | [JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the .
services are performed? Yes | (ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? ya '

M Yes D No D N/A Remarks:

6. Are prohibited services performed using an X / _
Number? [JvYes | [ No |[]nA | Remarks:

7. Are X Numbers used for the procurement of a Ve ‘
service and not the purchase of a commodity? @Ves | [ONo |[IN/A | Remarks

8. Are X Numbers issued for telecommunications _
relaled services pre-approved by [Z(Yes [INo | [JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities relaled services / ]
(such as roof repair, electrical) costing over $1,000 Yes | [INo | [N | Remarks:
have prior approval from Facilities Section?

y

10. Do X Numbers issued for lapsed contractual / ‘
agreements have prior approval by the appropriate [(JvYes | [IJNo | [ NA | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page

20f 2

1.

Do all X Numbers awarded {o a non-small business
vendor contain three price quotations?

[ No

LI N/A

Remarks:

12.

Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

(] No

LIN/A

Remarks:

13.

Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

[ No

L] N/A

Remarks:

14.

Do emergency service X Numbers document and
justify the emergency?

[JNo

I N/A

Remarks:

16.

|s the itemized invoice for each X Number service
maintained in the command's files?

[ No

LI N/A

Remarks:

CHP G80OE (Rev 09-08; OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 10f4
Command: Division: Number:
}////;' = AL IEIT AP
Evaluated by: Dale:

FED A Suran s LT ) FEES

&

Assisled by: /
Carsicns  Sieer poraninese > %I
-

Date:
pov-E &~ h

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed 1o the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspeclion” box shall be marked and only deficienl ilems need lo be re-inspecled.

TYPE OF INSPECTION ) Lead Inspeclor's Signature:

[_] Division Level Eléommand Level -
W G

(] Executive Office Level (] Voluntary Self-inspection

FO”OW—Up Required: D Follow-up Inspection Commander's Signalure: Date:

35 T L R = R ” t/’,

[ ]Yes [$No LS\ =ll. \y2

For applicable policy, refer to: HPM 11.1, Chapter 22 L )

1. Is a CHP 78 Contract Request used to initiate all rd .
service contracts which are repetitive, regardless of Yes | [JNo |[JN/A | Remarks:
the estimated dollar value?

2. s a CHP 78 Contract Request used for one-time o .
services exceeding $4,999.997 Yes ONo | [JN/A | Remarks:

3. ls the Office of Primary Interest (OPI) tracking [Z|/ .
numbering beginning with the requesting command 7[Yes | [JNo | [JN/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored d _
and documented? Yes | [INo | CJN/A Remarks:

5. Are all copies of correspondence with the vendor ¥ .
maintained? Yes | [ONo | [JN/A | Remerks:

6. Are letters for contracts documented and maintained /" '
which outline any problems relatec 1o substandard or | [4"Yes | [ No | [JN/A Remarks:
non-performance of the vendor?

7. s the final product to be delivered described P .
specifically and in as much detail as possible in the Myes | [INo |CINA Reagss:
CHP 787

8. Are all required levels of approval/signature obtained, e _
including the required documentation and approvals | [M'Yes | [ No | [JN/A LY
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Confracts

Page

20f 4

9.

Are requests for contracl services less than six
months from the anticipated slart date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes

1 No

& A

Remarks:

10

Is all work completed and accepted by the
Department before expiration of contract agreement?

/
[/] Yes

1 No

1 N/A

Remarks:

1.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

/
W Yes

(I No

L] N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

@/Yes

1 No

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

es

1 No

CIN/A

Remarks:

14,

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

I No

CIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Managementl
Section for payment?

L—ﬂ{es

[ No

CINA

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

I No

CIN/A

Remarks:

. Do emergency contracts document and justify a

sudden, unexpected occurrence thal poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impazirment of life, health,
property, or essential public services?

e
7] Yes

S,

1 No

CIN/A

Remarks:

18.

Are all employees associated with the managemenl
of a contract completing the CHP 78S, Coniflicl of
Interest Stalement, Employee, form?

E\/Ye s

[ No

CIN/A

Remarks:

19.

Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contracl manager's contracl file?

es

[INo

LI N/A

Remarks:

20.

Are contracl amendment request dollar amounts
increased more than 30%7?

[]Yes

[l No

s

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

3of4

21.

Is the length of the contracl amendment request
more than one year?

I No

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

1 No

[ N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cosl?

L No

[NA

Remarks:

24,

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

[ ~No

AUA

Remarks:

25,

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

[]Yes

I No

o

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Moniloring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generatlor Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevalor Maintenance and Repair

{7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic: Arls Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Condilioning Service
(11) Laundry/Linen Service

(12) Office Machine Mainienance and Repair

(13) Painting Services (inlerior of facility)

(14) Plumbing Services

(15) Scale Mainlenance and Repair

(16) Steam Cleaning Services (Carpel, nol scales)
(17) Telephone Services (cellular, salellile, and regular)
{18) Television Equipmenl Maintenance and Repair

(19)Uninterruptible Power Supply Mainienance and Repair

[MYes

INo

CINA

Remarks:
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 4 0f 4

27.

Are all driver license and fingerprint information
forwarded to Contracl Services Unil (CSU), along
with the contract number for retention after
Commander review?

[ZJ/Yes

(I No

CINIA

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

[] Yes

I No

7
v N/IA

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

/
Yes

1 No

I NIA

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

Eﬁes

[ No

LI N/A

Remarks:

31.

ls a computer file prepared for all contracts
administered?

[ZK(es

O No

CINA

Remarks:

32.

|s a spreadsheet prepared listing all expenditures?

[] Yes

[ No

LIN/A

EIPED T

Remarks gz £ 10672

Ar

el e ATEDERD TR i

33.

Is the notification to the contractor documented for
the start date for services to begin?

IE/Yes

[ No

I N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

%s

1 No

LIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

] Yes

1 No

EHTA

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consuttant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[] Yes

[JNo

LA'N/A

Remarks:

37.

Does Contracl work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

L No

LIN/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

I No

[ N/A

Remarks:

38.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[] Yes

¥ No

CINA

Remarks:
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(11/11/2008) Dave Hahn - Chapter 3 Inspection Page 1

From: Dave Hahn >
To: Ted Swain; Tracy Sturges
Subject: Chapter 3 Inspection

Reference the contract inspection, items number 23 and 24: The correct answer is N/A since Areas do
not rent conference rooms. The "no" answer would indicate a violation of policy. | changed my copy to
N/A for questions 23 and 24. Please do the same on your copy. Also, please send a memo within 30
days addressing the follow-up items on the Exceptions Document and item 2 on the Cal-Card inspection.
Thanks.

Dave
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Yreka Northern 3 v
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Ted A. Swain, Sergeant 10-20-2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
[] Division Level Command Level ] Appeal Included
[] Executive Office Level [ Attachments Included
Forward fo: Commander's Signature: Date;

Follow-up Required:

}\BQ “D-¢ ety o

Yes [ No Due Date: L_\_\ﬂ s il S\\i’

Chapter Inspection: Command Procurements ‘Purchases

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector's Findings: |

The inspection revealed employees completing procurement documents have never received formal
training regarding procurement/purchasing procedures.

As a result of the lack of training, it was found employees were not completing the required CHP 315s,

Comparison Worksheets when soliciting bids. However, the employees were including faxed copies of
the bids received.
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" STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapler:
COMMAND INSPECTION PROGRAM Yreka Northern 3

Inspected by: Date:
E;;%EZPT'ONS DOCUMENT Ted A. Swain, Sergeant 10-20-2008

| Commander's Response: |
Employees have been scheduled for the first available procurement training on November 6, 2008,

| Inspector's Comments: |

Employees involved in procurement/purchasing process should receive formal training from Fiscal
Management Section or their representatives as soon as practical.

‘Required:Action

Corrective Action Plan/Timeline
Procurement training item will be completed on November 6, 2008. Training had been frozen due to
budget issues. Cal Card training will be coordinated with SSA Decko at Division for affected personnel.
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Yreka Northern 3
COMMAND INSPECTION PROGRAM Inspected by: Date:

Ted A. Swain, Sergeant 10-20-2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included
[ Division Level [XI Command Level ] Appeal Included
[] Executive Office Level [] Attachments Included
_ﬁ\g“%;up\i%@ﬁif\og Fomiﬁ;o;“ e Commander's Signature: Date:
ves [1No Due Date: w\ l"ﬁa e g)s,/( w oz le &

Chapter Inspection: Command Procurements Purchases

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

The inspection revealed employees completing procurement documents have never received formal
training regarding procurement/purchasing procedures.

As a result of the lack of training, it was found employees were not completing the required CHP 315s,
Comparison Worksheets when soliciting bids. However, the empioyees were inciuding faxed copies of
the bids received.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command: Division: Chapter:
Yreka Northern 3

Inspected by: Date:

Ted A. Swain, Sergeant 10-20-2008

| Commander’s Response:

Employees have been scheduled for the first available procurement training on November 6, 2008.

| Inspector's Comments:

Employees involved in procurement/purchasing process should receive formal training from Fiscal
Management Section or their representatives as soon as practical.

iequ'ined ACtion s mr Sl Ees

Corrective Action Plan/Timeline

Item will be completed on November 6, 2008. Training had been frozen due to budget issues.

Page 3
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Command: Division: Chapter.
Yreka Northern 3

Inspected by: Date:

Ted A. Swain, Sergeant 10-20-2008




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapler
EXCEPTIONS DOCUMENT Yreka Northern 3
Inspected by: Date:
Page 3 Ted A. Swain, Sergeant 10-20-2008

| Commander's Basis for Appeal:

Appeal Process: (Appeals shall be filed within five (5) business days of the.completed chapter inspection).

l Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspeclor's Signalure . Date:
1 7 - = 10-20-2008
‘/{_,64/// Jr'ﬂé;—éﬁwfm"r‘g‘ww ‘_%Wy // /Sziﬁj
Responding Commander’s Signature (for appeal): Date
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